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IOVING DAY. On @ specially com 
rusted bridge high above busy. Pitts 
hy streets, the United States Steel 
begins moving its office equipment 


old offices to new. See page 5 
¥ 


Ray Gallivan photo—Pittsburgh Press 
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Why I gave the largest order to Bill 


2 ¥ : Visiting Bill's company for the first time, I was impressed by his office. There was 
si an air of organization. The place radiated quiet efficiency. He had the figures 

we needed right at his fingertips. I could tell . . . just by looking at his desk . . . It powcr. Hay your 

; ; , : Lai “Y and E” 

that the big things would get done because the little things were efficiently poet pi ie 

handled. layed, you may be 

It added up to a clear picture of the kind of man I wanted to do business with. aoe siplwheartnpid 

: ie st to overcome the 

That's why I put the largest order on Bill's desk. problem as quickly 

as steel shortage 

xk sy permits, 


“Y and E” makes office equipment that’s such an important part of this picture. 
b Sit down in the visitor's chair in your own office. Would your desk and office 
x 4 invite the largest order? 
_ “Y and E" equipment is both attractive and efficient. It helps the executive sell 
himself... get the order . . . get things done. 
“Y and E” equipment is designed for success. 
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1045 JAY STREET « ROCHESTER 3,N.Y., U.S.A. 
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Not much bigger than your hat 


(but AU 006 R A PH outperforms all other dictation systems) 


Just 914 inches square, so it can’t clutter your desk. Its 16 
pounds make it really portable. The feature-packed Gray 
AupbocRaPH is a remarkable engineering achievement — so 
simple to use that dictation is a pleasure. 

Find out how the versatile AUDOGRAPH can increase your 
office output up to 30%. You organize your thoughts . . . take 
your time...and soundwrite conferences, sales reports, 
memos, statistics. And all that while, secretaries are free for 
other important tasks. 

Operation is simple. One-lever control eliminates lifting 


the arms...means no complicated adjustments. There’s 
over an hour’s dictation time on one flexible plastic disc — a 
disc that can be resurfaced for reuse up to 50 times! No 
throwing away after one recording. 

The AupoGRaPH is engineered from your secretary’s view- 
point, too. Its illuminated index has a “traffic light” that 
flashes red when corrections are coming up, green for end of 
message. Words come through crystal clear. Tone control 
gives full treble-to-bass range. Get more information — mail 
the coupon today. 


Dictation is easier — with AUDOGRAPH! 


AUDOGRAPH sales and service in 180 U.S. cities. See your 
Classified Telephone Directory under “Dictating Machines.” 


Canada: Northern Electric Company, Ltd. Abroad: Westrex 
Corporation (Western Electric Company export affiliate) in 


35 countries, TRADE MARK “AUDOGRAPH™ REG. U. S. PAT. OFF. 


The Gray Manufacturing Company, Hartford 1, Connecticut 
Send me Booklet 9.5 —“Manpower—starts with YOU!” 
HUDOGRAPH //. 
Title 
0 Str. 


eet City 


September, 1951 


OFFICE MANAGEMENT AND EQUIPMENT 


¢ ae j i 
. a 
LT 
7 i 
rs ‘ vu 
is He: eS), - Bi i : ‘ > ~ a a : ' / es 
i i =—. - S. Se are a: ; ae ae. Pt - 5 os x : ar 
aR a a i : a: em — ae col i i. A as 
a : ae ‘ , ae q i ‘2 a si Re a 4 zr a a - 7 r Bo ‘ s | 
we. . 4% =.  # x 
= _ —— i. © ef £ Ss Best: | 
Oke 7 gS: eee ee waaay. oe eee ‘ 
Sine » °.4 <i ae Se pias oad . & 
Le o, OSs i a i Ea 
fe 4 _ _, 7 ane — — ir 
a A Be Bs fon," ii ried A Z , Samy ss Maer 
ee A Fe . i ¥ SS a | ale eee . . 
he : Pm fe TEN = ; ee Re ‘ 
z *.: ee ee agar ke . —— a CPA TA aaa ee kd . 
5 | A eS ‘ 
e A aan a t ee Pee ce i 3 ‘ _ ae e oe Z ¥ 4 ; | 
a Ne lO oe a ee | 
a AE . a a E ore oo ae a = om ee , 
¥ ; ore es ee 7 a i ee a - | iz * 
we J -_  ., - a ae ake , ‘Ge apa } ee - a. U i, 
oa a ag = sey < fe i , Sa yd ‘ oun & e. ms a 
sip 4 7 = ees” — = = Pe . A seca “4 | j ; ae ' " 
a = a Te oe aa 
_. an —— é Zi m 6 aly —— |) ~ Sa ¥ | a ¥ 
sf ee ae ‘ = 4 : ee ~ : 5 a 4 oF E 
get ‘all — ee % ae wb —— 99 | aoe it 
* oe = ‘ ay : ae Pa §RBG tii ‘ 
“SS — on . | gest i it] ' es ae, 
a , ae as Be todas t 454° ta ae : AHN 
| — aes 3 e ee x wad ee a 2 ; 4 Py P : 
ee ae ee a ae 2 ae 
. ‘ i oe ace ig he “ e iohiaiatn a “es > * af ‘ a = P 
" Mel eo aaah. ite as i ee ‘. 
OES , — - ae % a e : a ae Ps s aS a d 3 
" . ia ee ee nee a a _ 2 ae oa a i a : ot 5 
es of EC _— ill a : 3 | 
d ae - i rg os ss, iil + » ey, = : 
me - — . OR eee a ee & we 4 
oe $ Le a Ag. Sy ae oe ee "4 Tix 
OEE NG ne ae ee , 
—_ a : :.— -_ eS no 
N ‘ 
i 
| 
| F 
| a ae | 
Se 
' 
' | 4 
| a og 
| lg 
| ; 
i | K 
j \ 
| a 
| | z a 
| 5 
; a 
pe 


t 
: 
x! 


psoas 


Sh agin anomie EG bee icv 
a 


For better bu 


ess living 


Commercial Office Equipment 


= 


OFFICE MANAGEMENT AND EQUIPMENT 


INVINCIBLE METAL FURNITURE CO., Manitowoc, Wis. 


September, 1951 
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Office 
Management 


AND EQUIPMENT 


Office Methods, Equipment, Personnel, and Purchasing 
Sponsor of the “Office of the Year” Awards 


Bridge to the New 


WHEN NEW OFFICES are occupied, 
people often overlook the magnitude 
and complexity of the job involved in 
the moving of furniture and equip- 
ment from the old offices to the new. 

Our cover this month features a pic- 
ture taken of a phase of one of the 
largest of recent office moving opera- 
tions—the removal of U. S. Steel Com- 
pany offices from ten downtown Pitts- 
burgh buildings into the company’s 
new headquarters in the 525 William 
Penn Place building, Pittsburgh’s new- 
est and largest skyscraper. 

A temporary bridge, 160 feet above 
the street, was one of the facilities 
used by the movers. In the photo- 
graph, dramatizing the big job, Miss 
Betty Kern, a stenographer in the 
company’s Pittsburgh district sales 
office, gets two executives to aid in the 
transfer of her desk, chair, and type- 
writer from cld offices to new. E. D. 
Hollinshead, vice-president of the 525 
William Penn Place Corporation 
(center), and H. E. Isham, assistant 
executive vice-president of U. S. Steel 
Company, are the cooperative top 
brass. 
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Bureau of Circulations 
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BOOKS AND PAMPHLETS 


A book on “Business Theory for 
Secretaries” has just been published by 
six faculty members of the University 
of Michigan School of Business Ad- 
ministration. The more important 
phases of business activity are describ- 
ed. Sections in the book survey bank- 
ing, finance, investments, business or- 
ganization and management. Other 
subjects dealt with are law, accounting, 
office procedures, statistical analysis 
and presentation. The volume can be 
used as a classroom textbook or for 
home study. 


point style from the Authors are Gerald O. Dykstra, pro- 
world’s largest Point fessor of business law; Wilford Eite- 
f man, professor of finance; William 
selection. instantly Hoad, lecturer in business adminstra- 
a renewable — tion; Irene Place, assistant professor of 
<4 in case of ama practice; Leo ergs: pro- 
y essor of accounting, an ugene 
# xP “Ink-Locked” damage. Yehle, assistant professor of statistics. 
P. -against accidental - Sylvia Eiteman is editor of the book 
spillage. Can't leak. published by Masterco Press, 1608 

‘Won’? flood. Morton, Ann Arbor, Michigan. 

Base holds 


, “The Successful Secretary” is the 
. 40 times more title of a new reference booklet for 
ink than regular secretaries written by Sybil Lee Gil- 
fountain pen desk more, corresponding supervisor of The 
sets. Fillitonce © (Standard Register Co. Published by 
..-- write for ~ | Dartnell Corp., Ravenswood and Le- 
months. . ° land Avenues, Chicago 40, IIL, the 
- ye booklet contains a wealth of informa- 
tion for secretaries and stenographers. 
There are 60 pages of material, includ- 
ing a self-evaluation chart, a list of 
words frequently misspelled, and doz- 
ens of other helpful hints on office eti- 
quette and routine. 


Celanese Corporation of America, 
: 180 Madison Ave., N. Y., has published 
Vol. 9, No. 7 August issue of its house 
raat pews : organ, Celanese Plastics. ; 
ththaae Featured in the booklet is the new 
oy Ayres Calculer-D payroll tax com- 
- YOU write. — 


esoszy 


puter, incorporating Celanese acetate 
sheeting, manufactured by Kirk Plas- 
tics Co., Los Angeles, Calif.; the 
new Celanese replacement shades; and 
other uses made of Celanese acetate 
‘SS sheeting. 


A 24-page illustrated booklet describ- 
ing its Boardmaster visual control sys- 
tem, is available without charge from 3 
Graphic Systems, 55 West 42nd St., 

New York. The company’s system is ,; 
From the world’s largest variety of fountain pen point used for production, inventory, sales, | 
bi “ ( scheduling, and other office work. A 
— styles, choose the point for the way you write at your plan sheet and color chart is included 
desk and fit it into this unusual desk set. You'll dis- with each copy of the booklet, Graphic 


one 7 says. 
cover new writing ease and greater writing convenience. 


Only a few of the more 
popular point styles shown 
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Remington Rand Inc. has prepared 


: ; ‘ | 
® a free bulletin on its Film-A-Record Se 
electronic AO reader. The new micro- c 
copyricht 1951, | film reader is designed so that the user pl 
THE ESTERBROOK | may turn from the standard 20 to 1 ot 
PEN COMPANY 


magnification to 35 to 1 in a matter of 
THE ESTERBROOK PEN COMPANY, CAMDEN 1, NEW JERSEY 


seconds, or by simply moving a lever, 
focus to hairline sharpness for his 
The Esterbrook Pen Company of Canada, Ltd., 92 Fleet Street, East; Toronto, Ontario (To page 8) 
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_ give you the most — 


in comfort! | 


Series 17: Jr. Executive (with 
lifetime plastic armrests) and 
General Office Chairs (arm- 
less). From about $43.95.* 


Series 16: Secretarial Chairs 
with spring-tension or fixed 
back. From about $29.95.* 


Series 20: “Form-Fit” Side 
Chairs, one model with 
plastic armrests. From 
about $23.95.* 


* Slightly higher in Florida, 
Texas and Western States. 
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Model 17-A Jr. Executive Chair: Six eosy 
adjustments to fit the chair to your physique, 
your own work habits, and your own ideas of 
comfort. From about $48.45°. 


The right seat for every worker . 


olstered models jn 


_ask for COSCO 


Six, all-metal, uph 


Popular office colors - - 


For the sake of appearances . . . for greater worker comfort and 
efficiency . . . furnish your offices throughout with all-metal, 
upholstered Cosco Office Chairs. All six smartly styled models 
are of tubular steel construction . . . with all-steel, saddle-shaped 
seat, cushioned with foam rubber latex. Seat and padded backrest 
upholstered in durable, perforated Du Pont ‘“‘Fabrilite’’— green, 
brown, maroon, or gray. Finish is baked-on enamel—gray, brown, 
or green. 

Series 16 Secretarial Chairs and Series 17 Jr. Executive and 
General Office Chairs have up to six easy adjustments—more than 
any other chair at any price—and feature Cosco’s exclusive 
“Finger-Lift’’ height-adjusting mechanism. All adjustments are 
made without tools. Series 20 ‘‘Form-Fit”’ Side Chairs have new 
contour backrest with ‘‘2-way” curve for extra comfort. Compare 
Cosco . . . for comfort, styling, VALUE! Ask for free demonstra- 
tion at leading office furniture stores, or write for name of dealer. 


HAMILTON MANUFACTURING CORPORATION ¢ COLUMBUS, INDIANA 
Also makers of famous COSCO Household Stools, Choirs and Utility Tables 


LOSCO EES 
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> a “ EDISON, 68 Lakeside Ave., W. Orange, N. J. 
is Okay—send me A LINE ON TELEVOICE 


Pe ROLE, A I I RTI TORR RO 


ANOTHER FINE PRODUCT IN EDISON’ s COMPLETE LINE...! 


1 EASY AS TELEPHONING! 

1 TURNS THOUGHTS INTO INSTANT ACTIONS! 

NO DISCS, SLIPS, BELTS TO MANIPULATE! 
“DELIVERS” DICTATION RIGHT TO SECRETARY! 
PERFECTED, PROVED AND PATENTED BY EDISON! 


ONE RECORDER SERVES ONE TO DOZENS OF- DESKS! 


Imagine “phoning” 
your written work! 


a ae Edison Televoice 


costs as little as 9¢ 
per desk per day! 


Believe it or not, that’s a dictating instrument the man above 


is using — 
Here’s 


the sensational new Epison TELE VoicewrirTer! 
a design for you—like the telephone you've used for 


years—that invites use. You simply phone your written work, 
without delay or effort, directly to the recorder at the secre- 
tary’s desk. You enjoy free-line service with Edison-engineered 
circuits scientifically matched to your work-load demand. 
Work flows out, productivity is boosted, for staffs large or 
small. Televoice cuts instrument dictation costs as much as 
6624%! Rent it or buy it—but try it! See what wonders it 


can work for you—now! 


Edison leleVoicewriter 


The Televoice System 


GET THE WHOLE STORY — NOW! 
Send for this new descriptive 
booklet. Or, to arrange a demon- 
stration, call ‘‘EDIPHONE’’ in 
your city. In Canada: Thomas A. 
Edison of Canada, Ltd., Toronto 
1, Ontario. 
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BOOKS AND PAMPHLETS 


(From page 6) 


particular eyesight. It can rewind a 
100’ of film in 15 seconds and, in 10 
seconds more, a new film can be load- 
ed. The reader requires only 16” x 23” 
of floor space. 


A new catalog describing 39 hori- 
zontal and vertical steel money chests 
with round, lug-type, revolving doors 
has been published by the Herring- 
Hall-Marvin Safe Co., Hamilton, O. 
The catalog is illustrated with photo- 
graphs and graphic drawings. 


“Figured Glass by Mississippi” is the 
title of a new 20-page booklet publish- 
ed by the Mississippi Glass Co., 88 An- 
gelica St., St. Louis 7, Mo. Featured 
in the booklet are photographs illus- 
trating the application of obscure glass 
in Hauserman moveable steel parti- 
tions. The emphasis, however, is placed 
on the increasing popularity of fig- 
ured glass in office partitions where 
translucent panels offer privacy and at 
the same time admit borrowed light to 
flood rooms with soft, cheerful illumin- 
ation. 

Copies of the booklet are available 
without charge by writing to the Miss- 
issippi Glass Co. 


“Improving Office Management and 
Controls,” No. 128 of the American 
Management Association’s Office Man- 
agement Series is now available for 
general consumption. Made up of 
papers presented at AMA’s Fall office 
management conference held in New 
York last year, the proceedings are 
published solely for the organization’s 
membership, and then, after six 
months, are distributed generally at a 
price of $1.25 per copy. 

Included in booklet No. 128 are pa- 
pers by Gordon L. Williams, systems 
analyst for the W. T. Grant Co., New 
York; T. H. McDonough, manager, 
office —2 H. J. Heinz Co., Pitts- 
burgh, ; James W. Quigg, manager 
of i te training, Air Reduction 
Co., New York; Raymond B. Crean, 
vice-president apparatus sales, Eddy- 
stone Div., Baldwin Locomotive 
Works; Henry N. Canaday, super- 
visor of cargo service, American Air- 
lines; and Russell Jackson, Socony- 
Vacuum Oil Co., New York. 

Mr. Williams, claiming that the pre- 
liminary plans formulated and executed 
in setting up an office staff for a new 
Grant retail store have practical appli- 
cation in many respects to the expan- 
sion of office staffs or divisions of 
other firms, described the Store Open- 
ing Manual, his company’s blueprint 
for new organization. 

“With an operating plan such as 
this, a company need not hesitate in 
planning new units, the expansion of 


existing units, or the decentralization 
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of responsibility,” Mr. Williams said. 
“Experience on such a project con- 
vinces one that good planning makes 
simple and easy the most complex 
job.” 

Mr. McDonough gave as a case 
study his own company’s application 
of company standards for office equip- 
ment and forms. He said that the 
Heinz organization has established one 


make of typewriter and one make of | 


high-speed, fully automatic calculator 
after having tried all makes. 
DIFFICULTY OVERCOME 

“Two problems developed. One con- 
cerned the amount of typing required 
to provide the half-dozen copies of the 
factory report needed at the home of- 
fice. To overcome this difficulty and 
speed up the production of this report, 
we adopted a standard hectograph mas- 


ter unit. The figures are entered on the | 


report form in pencil at the factory, 
where they tear off a copy for their 
files. They then mail the master to 


Pittsburgh, where we prepare the nec- | 


essary copies on a high-speed electric 
duplicating machine. 


CENTRAL CONTROL GAINED 


“The second problem involved the 
typing of shipping orders and mailing 
them to factories for shipment. This 
was a big job for 65 branch ware- 
houses and many direct carload buy- 
ers,” Mr. McDonough continued. “We 
solved this problem by arranging tele- 
type circuits with our major factories 
in California, Iowa, Michigan, and 
New York states. Now, when the cen- 


tral ordering clerk prepares the pencil | 


copy of the order, it goes to the tele- 
type room. 


As it is sent out, the tele- | 


type machine prepares a standard form, | 
three-copy sending set at Pittsburgh | 


and a three-copy shipping set at the 
factory. The orders are received in 


the factory the day they are prepared, | 


except for those occasions when the 
volume exceeds the capacity of the cir- 
cuit, in which case the orders are at 
the factories the next morning. 

Mr. McDonough said that the 
“adoption of standard forms, records 
and procedure and standard equipment 
for all similar operations in all our of- 
fices enables us to compare branch 
offices on the basis of the average 
number of invoices per employee and 
the average cost per invoice in office 
salaries. It has in addition given us 
some measure of central control and 
has improved productivity.” 


Bulletin No. 9 in the case studies 
series put out by the American Insti- 
tute of Accountants, 270 Madison 
Ave., New York 16, is now available. 
This 48-page booklet describes the 
work of a certified public accountant in 
auditing a wholesale distributor of 
newspapers and magazines. Price is 50 
cents, with a 10 per cent discount on 
orders for ten or more copies. A spe- 
cial price of 25 cents is made to ac- 
counting students enrolled in recog- 
nized colleges and schools. 
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ANOTHER FINE PRODUCT IN EDISON'S COMPLETE LINE...! 


aes 


Imagine 
this work-reliever 
exclusively yours! 


—with 13 features 
exclusively Edison’s! 


— 


Ps 


Still unmatched, still champ in the field of individual dic- 
tating instruments, the Disc Edison Voicewriter is the popular 
choice of those who want or need a facility exclusively their 
own. Thirteen patented Edison features make it the world’s 
foremost personal workload-handler for busy executives. 
Moreover, it integrates ideally with the Epison TELEVoICE 
System, permitting a perfect fit of our equipment to your 
varied needs. Greatest clarity range of any dictating instru- 
ment and twice the indexing accuracy, assuring complete 
understandability of your voice and of your instructions. Get 
the facts — today! 


Edison Voicewriter 


JUST OFF THE PRESS! Send for the 
new booklet, DISTINCTLY YOURS 
—twelve pages of facts and ideas 
about this modern, direct way to 
handle your daily work. Or, for a 


EDISON, 30 Lakeside Ave., W. Orange, N. J. 
Please send me DISTINCTLY YOURS. 


demonstration, phone “EDI- NAME eS 
PHONE” in your city. In Canada: ot 
Thomas A. Edison of Canada, ~~ 4 PAN 
Ltd., Toronto 1, Ontario. COMPANY 
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Take 70 years of engineered-office-equipment experience; produce a desk 
that has everything! That’s the New Globe -Wernicke Streamliner Desk! 


STUNNING APPEARANCE—proud, pres- 
tige-building, spirit-lifting! Good 
looks that say “Here’s a progressive 
BUSINESS!” 


ENGINEERED FLEXIBILITY—choice of 
molded or straight edge tops, either 
flush or overhanging conference type; 
choice of smart island bases or ta- 
pered legs; complete interchange- 
ability of similar parts or sections. 
Convenience and economy! 


Engineering Specialists in 
2 Office Equipment, Systems 
and Visible Records 


10 OFFICE MANAGEMENT AND EQUIPMENT 


ENGINEERED COMFORT—maximum 
working convenience, in minimum 
floor space; adjustable height. Worker 
comfort, efficiency—around the clock. 


But you must see these Streamliners, 
to realize how advanced they are! 
Your dependable Globe-Wernicke 
dealer will show and demonstrate 
them, gladly. Find him listed under 
“OFFICE EQUIPMENT” in your 
classified phone book. 


Cincinnati 12, Ohio 


| 
| 
| 
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FILMS 


“Target, U. S. A.,” a dramatic guide 
for industry planning and preparation 
in the event of an atomic attack, has 
been completed and will begin imme- 
diate release by Cornell Films, Dept. 
OM, 1501 Broadway, New York, the 
organization which sponsored the prize 
winning documentary on the same sub- 
ject, “Pattern For Survival,” which 
was projected on a home and personal 
level. 

The film runs 20 minutes and was 
written and directed by Herman Box- 
er. It is full of color and was filmed 
on location with a cast of professional 
actors. 

Hanson W. Baldwin, noted military 
analyst and editor of the New York 
Times, is featured as special writer and 
commentator. 

“Let me put it simply and plainly,” 
Mr. Baldwin warned the audience, “we 
can be attacked on our own home 
grounds. Modern air power makes 
us as vulnerable today as London was 
in World War II. We must be pre- 
pared for the same kind of fire bombs, 
block busters and buzz bombs that 
those cities got—plus what Hiroshima 
and Nagasaki got, the atomic bomb. 

“In the dread possibility that it 
might happen,” Mr. Baldwin con- 
tinues, “there are things to be done 
now—insurance measures to be taken 
against that possibility. The need is 
for intelligent basic planning on which 
to build a civil defense program at the 
industrial plant level—to include office 
buildings, hotels, hospitals, railway in- 
stallations as well as factories.” 


BLACK AND WHITE OR COLOR 


Based on studies made by the Na- 
tional Security Resources Board with 
the assistance of the Department of 
Defense and Research Institute of 
America, “Target, U. S. A.” is a graph- 
ic demonstration of Industry and per- 
sonnel in action prior to and under an 
atom bomb attack. The film utilizes 
live action, animation, charts, graphs 
and other Hollywood techniques to 
illustrate practical defense in terms of 
plants and personnel. With running 
commentary by Harry Marble, “Tar- 
get, U. S. A.” answers such basic 
problems as how to protect people and 
property, how to build up effective 
plant-wide defense, how and where 
to build and allocate shelters, how to 
recruit a defense corps, how to set up 
first aid stations, how to safeguard 
important records, and what manage- 
ment and labor can do right now to 
set up protective measures against the 
possibility of an atomic attack. 

Cornell Films will distribute “Tar- 
get, U. S. A.” in both full color and 
black and white to industry, national, 
state and local Defense Corps units, 
schools, unions, business groups and 
associations, fraternal and patriotic 
associations. 
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Sh or ten office work with long-length | 3 
a= ~ mann TAPE 


Tightost sticking 
tape of all / 


Comes in 1296” rolls for ai 
use with special desk dis- 
pensers. Also available in 
2592" rolls with larger 
dispensers. 


You'll use it. The gals use it. It’s perfect for 
attaching, hinging, sealing— patches anything 
from torn pages to torn fingernails! 


First 
thought 
in Ping / +> 


Use long-length 
TEXCEL Clear 


REGIONAL SALES MAP 


Cellophane Tape 

to repair, mend 

territory maps, 

charts, calendars— 
TEXCEL-44 Clear Cellophane Tape will seal almost anything. 
nearly any package, can, carton, container, Good idea to keep a 
wrapping or bag. Use it at the desk, in the 25¢ dispenser at every 
mailing room—all ’round the office. desk too! 


Dependable, easy-to-operate | ° ! 
aSpenses eS 7 | . 
appearance. Essentia 
DK ganas tees” CELLOPHANE TAPE 
» _unrolls easily and 
= quickly. 


INDUSTRIAL TAPE CORPORATION 

NEW BRUNSWICK, NEW JERSEY | 
Also mokers of o complete line of | 
@PERMACEL Pressure-Sensitive Topes 

for industry. 


F 15¢, 25¢, 39¢ sizes 
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CLARY, PITNEY-BOWES AID 
KANSAS CITY BUSINESS 


One of the less apparent effects of 
the recent disastrous flood which hit 
Kansas City was the widespread dam- 
age done to office machines in the area. 
Among the many office machine manu- 
facturers who rushed to the aid of cus- 
tomers whose equipment had been ren- 
dered inoperable by mud and rust were 
the Clary Multiplier Corp. and Pitney- 
Bowes, Inc. a 

According to M. S. Bandoli, vice- 
president of Clary Multiplier, the cost 
of repairing and replacing flood-dam- 
aged office equipment will run into 
hundreds of thousands of dollars. 


Mr. Bandoli based his statement on 
a survey made by William L. Pattyn, 
Clary’s factory branch manager in 
Kansas City. Mr. Pattyn found that 
hundreds of users who were unable to 
remove their machines before the wa- 
ter rose, returned to find them buried 
under a thick coat of slime. 

The motors, keyboards and mech- 
anism of the machines were packed 
with mud, and where the parts had not 
been plated, there was serious rust 
damage. Also cash registers with wood- 
en cash drawers, and adding machines 
with wooden-platen cores, were dam- 
aged when the wood swelled. 

Clary rushed a large shipment of 
adding machines and cash registers 


LINE-A-TIME 
completes the 

efficient typing 
station...as 


PRODUCTION 
GOES 


UP 


... TYPING COSTS GO DOWN! 


Let’s say your typist is an accurate speed demon, her typewriter is the 
best, her desk is functionally ideal. Still, you need one vital element to 
complete the picture of efficiency...the Remington Rand Line-a-time, 
for greater production, lower typing costs! Line-a-time means natural, 
“right before your eyes” reading ... faster, easier, more accurate transcrib- 
ing of all copy. Look at these time and money-saving features — 
EXCLUSIVE TRANS-VUE LINE GUIDE — Underscores copy line... permits full 
view of next several lines to incorporate penciled-in changes. 


NEW SPACE-CELECTOR — for instantaneous choice of spacing. 
EXCLUSIVE TURN-A-PAGE POCKET—easy page turning... secure page holding. 
EYE-EASY LIGHT-CONDITIONING — angles copy to give you maximum lighting 


and maximum readability. 


Add your office to the fast-growing list of those getting more production at 
lower cost — with Line-a-time, the world’s finest copyholder! 


Memington. Brand 


Remington Rand Business Machines & Supplies Division 

Room 2218, 315 Fourth Avenue, New York 10, N. Y. 

(CD Please arrange for a demonstration of the New Line-a-time 
in my office — no obligation of course. 

(CD Please send me folder RSL 212 on the New Line-a-time 
copyholder for faster, easier, more accurate typing. 


Name 
FREE LINE-A- Firm 
TIME BROCHURE 
—YOURS FOR Address 
THE ASKING! City Zone State 
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Mud-ridden Clary register 


to Kansas City when the river ram- 
paged and offered through newspaper 
ads to loan them free of charge to 
Clary users while their own machines 
were undergoing repairs, Bandoli said. 
The loan offer was eagerly taken up 
by scores of flood victims. 


Harry Nordberg, Pitney-Bowes, 
Inc.’s vice-president for sales and serv- 
ice, is another executive with an in- 
stinctive sense of public relations. 

As soon as press dispatches began 
detailing those of the city’s areas being 
submerged by this most devastating 
flood in American history, Harry 
Nordberg, a native of K. C. and a for- 
mer salesman and branch manager 
there, knew instantly that far more 
than “the wholesale district” was in- 
volved. He knew it meant more than 
half the city’s entire industrial area as 
well. Specifically, as it was later con- 
firmed, it meant submersion of at least 
150 postage meters out of the thou- 
sands in the territory there. 

While Pitney-Bowes realized that 
loss of office equipment—and postage 
—is a mighty minor thing in a great 
tragedy like this, they could see that 
they had a replacement service to per- 
form—and a message to convey. 

Newspapers seemed the best medium 
for the message, not only because hun- 
dreds of P-B customers were shut off 
from phones and mail, but also because 
the press offered an excellent opportu- 
nity to carry a public relations message 
to thousands of unaffected customers, 
prospects, postal officials and workers, 
and the public at large. 

Within 24 hours, an ad appeared in 
the Kansas City Times and later in the 
Star, the Kansas City Kansan, and 
newspapers in Topeka. It was actually 
telephoned from Stamford and swiftly 
transcribed and handled, even to typog- 
raphy and layout, by P.B. branch 
manager Bud Alexander and his secre- 
tary, Miss Bessie Alcorn. 

“The effect, we are told, has been 
marvelous,” a Pitney-Bowes executive 
said. “Telephones started ringing the 
minute the papers hit the streets. 
Grateful customers have expressed 
their appreciation in a dozen ways to 
many P-B people.” 
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“If your job, like mine, is buying printing, you may be 
planning a series of mailings today—a broadside, a product 
announcement, envelope enclosures, package inserts. Tomor- 
row it may be a new letterhead with envelopes to match. 
Or you may need an eye-catching cover for your catalog. 
Later on you may bring your office forms up to date—or 
revise your file cards. 

“How do you choose the right paper for each job? Fumble 
through piles of samples, swatches, portfolios? That’s what 
I did—once.. But now I just turn to my Comprehensive 
Sample Book of Hammermill Papers. Here in this handy 
volume, I find in a minute or two exactly the information I 
need. I mean it! It’s the most useful book on my desk.’’ 

Send for your copy of this master Sample Book—keep it 
on your desk for ready reference. To buyers of paper and 
printing, it’s FREE. 


Send for FREE copy now/ 


“Here’s the most useful 
book on my desk ... 


and it’s FREE! 


It’s the new edition of Comprehen- 
sive Sample Book of Hammermill 
Papers... 201 pages . . . stepped 
swatches . . . “lie-flat” binding! 


WAYS YOU'LL 
USE THIS BOOK! 


Here you'll find paper to help you... 


1. Choose paper for letterheads that give the right 
impression of your firm. 
2. Select the right paper for your office forms. 


3. Maintain clean, durable ledger entry records at a 
saving. 


4. Use paper for checks and “money value” printing 
that have the look of importance. 

5. Obtain cleaner, more readable copies from every 
run on your mimeograph machine. 

6. Secure one paper that runs equally well on either 
gelatin or spirit duplicators. 

7. “Package” your booklets and catalogs with covers 
that win attention. 

&. Get better mailing pieces for your money. 


9. Have file and index cards with snap, stiffness, long 
life. 


10. Produce brilliant, colorful broadsides that click. 
| HAVE ALL THIS INFORMATION AT YOUR FINGERTIPS 


#4000 se veas » 
"wae, as Hi 


Hammermill Paper Company 
1471 East Lake Road, Erie 6, Pa. 


Please send me—FREE—the Comprehensive Sample Book of 
Hammermill Papers. 


title or job description. No salesman will call.) pikes 
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OFFICE MANAGEMENT a« Equipment 


is the Only magazine edited exclusively for 
ic ho are responsible for 


ent, machines and 


office management executives W 
the purchases of office equipm 


supplies for their firms. 


The editorial ability of 
OFFICE MANAGEMENT and EQUIPMENT to provide the 


kind of information wanted by office executives everywhere is 
genera lly recognized . . + More and more advertisers are discovering—to their satisfac- 


tion and profit—that this magazine is the most direct line of com- 
munication to the office executives of Big Business . . . that whether 
they sell direct or through dealers, they can sell these large volume 
users most easily through the one magazine that is edited to resolve 
their problems and circulated exclusively to them. 


... There is no other magazine that takes its place. If you haven't 
yet discovered the force and economy of this publication, you ought 
to do so now. A request will bring you sample copy and advertis- 


OFFICE MANAGEMENT 
god Egat 


, A Geyer Publication ‘ 
Dp. .. FIFTH AVENUE + NEW YORK 10, N.Y! 
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OFFENSIVE URGED FOR 
FIRE PREVENTION 


Fires should be guarded against 
every minute of every day in the year. 
Yet, while most office executives are 
aware of this, it is only a subconcious, 
vague awareness in many cases. And 
because this fact is true of the great 
majority of American businessmen, 
each year National Fire Prevention 
Week is held. This year it is scheduled 
for October 7-13. 

Fires have a sneaky way of break- 
ing out when you least expect them. 
But fires just don’t “happen.” They 
are caused. In 90 per cent of the cases, 
carelessness is responsible. Such com- 
mon, everyday hazards as the follow- 
ing still cause most of the trouble: 
carelessly discarded cigarettes, over- 
loaded electric lines, faulty furnaces 
and collections of flammable debris. 
You and your office have a large stake 
in the problem of fire safety. 

But fire safety is more than just 
sweeping up and hanging a few “No 
Smoking” signs around. Fire safety 
should be continuing twofold activity. 
Installation of fire extinguishers should 
be given the same careful consideration 
as that applied to removing hazards. 
With these two weapons—prevention 
and protection—you will take the of- 
fensive. 


CHECK LIST OF CAUSES 


What are some of the hazards you 
should watch for? Heading the list is 
carelessness with cigarettes and match- 
es. Statistics show that a majority of 
all office fires can be attributed to the 
carelessly discarded butt, the glowing 
match, and smoking in dangerous 
areas. To cope with the smoking men- 
ace, you should either forbid smoking 
or supply proper safeguards. 

Employees should be told to warn 
smoking violators in a firm but friend- 
ly fashion. They might point out that 
the prohibition has the full support of 
the fire department. Don’t worry, it 
will have! The office and restrooms 
should be well-stocked with ash trays. 
Employees should be warned against 
tossing butts into towel hampers or 
waste baskets. Many serious fires have 
started through such thoughtlessness. 

Electricity is one of the greatest 
boons of mankind. Were it not for 
this powerful force, the great strides 
of the past half-century would not 
have been possible. But electricity can 
be dangerous if it is abused. And 
abused it is! Every day serious fires 
break out simply because somebody 
overloads an electric line, uses a sub- 
stitute in the fuse box or neglects 
frayed insulation. The fuse is the 
safety valve of the electric line. Using 
a penny, jumper or similar by-pass is 
like tying down the safety valve on 
a steam engine. The fuse prevents 
wires from heating up due to an over- 
load or short circuit. If it is by- 
passed, a line could heat up, burn 
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IDEAS TO ELIMINATE NON-PRODUCTIVE WORK 


Paperwork Simplification 


Feeding- 
aligning devices: 
THE REGISTRATOR 
PLATEN 


Dual Feed registers Check, Journal forms for continuous operation. 

A large insurance company today writes three times as many 
checks per hour as formerly, and does the necessary posting, 
as the result of their new Standard Register continuous-form 
method of writing. In one operation they now write a check, 
post an account ledger card, make the journal entry, and 
automatically punch a tabulating card. Production was upped 
from 400 checks per day to more than 150 per hour! See the 
story in PS, 22.* 

Today our representatives are devoting full time to helping 
our customers re-examine their requirements, get the most out 
of their present Standard Register form-systems. With this 
three-fold improvement objective: 


A. Develop the best procedure, by eliminating non-produc- 
tive steps, combining and simplifying operations in of- 
fice and factory. 

B. Simplify the writing process, through the use of auxiliary 
devices, e. g., in the case above, a Burster-Imprinter that 
signs, trims, and detaches checks 5 times faster than 
previously. 

€. Design the most efficient form, to cut writing costs by re- 
ducing lost motions, making one form do the work of 
two, etc. 

*PS.—the magazine of Paperwork Simplification, makes these 
ideas available to you. Write for free copy. The Standard 
Register Co., 4309 Campbell Street, Dayton 1, Ohio. 


AUTOMATIC LINE 
FINDER 
Advances form into 
new writing position 

in one motion 


DUAL FEED 
Registers 2 different 
forms for 1 continu- 
ous typing operation 


BURSTER-IMPRINTERS. 
Sign, date, number, 
trim, tear off, stock 
Kant-Slip forms 


FORM-FLOW 
REGISTERS 
Better records 


UNIT ZIPSET FORMS 
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Want to know 
how to keep your 
best office 
personnel? 


Sure there are a lot of jobs floating around today, but just ask 
some of the applicants what they look for in an employer. If 
they are conscientious, they look for the proper equipment so 
they can do a good job. To give his employees the right tools to 
3 work with my boss arranged an office equipment replacement 
~ plan with a Security Steel representative. Their CRESTLINE 
Files are a secretary’s dream come true. In CRESTLINE Files 
all this talk about new efficiency in filing is put right to work. 
My company looked at them all. We picked CRESTLINE Files. 
Maybe they'll help answer your personnel problem. Why not 
take a look at CRESTLINE? 


SECURITY STEEL EQUIPMENT CORP. 
AVENEL, NEW JERSEY 
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off the insulation and eventually set 
fire to the surrounding wallboard 
or ceiling material before being dis- 
covered. By then it could be too late. 
Also it should be pointed out that the 
proper size fuse always should be used. 
If the line requires a 15 ampere fuse, 
a 30 should never be inserted. 

Extension cords should be handled 
with care. They should never be used 
in any way which will place wear and 
tear on the protective covering. This 
means the cords should not be draped 
over hooks or nails, run beneath car- 
peting or other floor covering or ex- 
tend through doorways. When discon- 
necting the cord, the plug should be 
pulled, never the cord itself. 

Faulty light switches should be re- 
paired promptly. Sparking caused by 
improper switching has been known 
to start a fire. Light fixtures should 
bear the label of the Underwriters’ 
Laboratories and should be installed 
by a qualified electrician. As a final 
precaution against electrical fires, fire 
safetly experts recommend that the 
entire electrical system be checked at 
least once a year by a competent elec- 
trician. 

Heating defects are responsible for 
many fires. During the season the 
furnace is in operation, the office man- 
ager or a reliable employee should 
check the equipment to see that every- 
thing is in good working order. By 
adopting this habit you can be assured 
that should a fire break out in the 
basement it would be discovered be- 
fore gaining too much headway. Of 
course, Underwriters’ approved fire ex- 
tinguishers should be conveniently lo- 
cated throughout the basement. They 
should be conspicuously hung where 
they can be seen in an emergency. 


WHAT OF PROTECTION ? 


So far, fire “prevention” has been 
discussed. But what of the other side 
of fire safety, “protection”? Nobody 
can afford to be without an ample 
number of Underwriters or Factory 
Mutual Laboratories-approved fire ex- 
tinguishers. These handy devices are 
designed to control a small blaze 
before it has a chance to reach danger- 
ous proportions. The two non-profit 
agencies determine which extinguishers 
are safe to use and which will perform 
satisfactorily. Rigid tests are perform- 
ed on every type of extinguisher made. 
Those that are approved by either 
Factory Mutual or the Underwriters’ 
Laboratories are the ones most highly 
recommended by fire protection ex- 
perts. 

But fire protection means more than 
just hanging an extinguisher on the 
wall and forgetting about it. Once a 
year the inspection date should be 
checked. If this date has lapsed, the 
extinguisher should be taken to a re- 
liable service agency. Periodically, all 
extinguishers should be inspected to 
see that they are free of dents and that 
the hose outlet or horns are not plug- 
ged with paper wadding or other ob- 
structions. 

Industries have learned that the first 
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line of defense against a serious fire| 
is the employee fire brigade. Members | 
of the brigade are trained to recognize | 
plant hazards, are familiar with the | 
operation of all extinguishers and 
know how to get their fellow-em- | 
ployees to safety quickly and without | 
panic. 

Such brigades are certainly not out | 
of the question for offices. Any busi- | 
ness which hires employees and caters 
to the public can be a model of fire 
safety. And besides, employee brigades 
are good fire insurance, because sec- | 
onds count when a fire starts. These | 
seconds are put to good use if a bri-| 
gade swings into action. 


Fire safety, in reality, is prepared- | 
ness. Like any enemy, fire does the 
most damage when the victim is un- 
prepared. Be smart—remove hazards; 
install extinguishers. Do your part in 
the nation’s war against fire. If you| 
don’t, your office may be one of the 
many thousand establishments which 
will be damaged or destroyed this year! 


Here is a list of the most important 
“Fire Starters” and their percentages. 


Smoking and matches, 33 percent; | 
misuse of electricity, 20 percent; heat- | 
ing defects, 13 percent; spontaneous 
ignition, 9 percent; flammable liquids, 
3.2 percent; incendiary or suspicious, 
3.5 percent; explosions (heat and pow- 
er sources), 1.3 percent; lightning, 0.3 
percent; inadequate rubbish disposal, 
3.5 percent; special hazards, 0.2 per- 
cent; miscellaneous, 2.2 percent. The 
remaining 10.8 percent is made up of | 
kitchen hazards, 10 percent, and weld- 
ing, 0.8 percent. 


NAVY YARD HEAD STRONG 
FOR SUGGESTION SYSTEMS 


Rear Admiral Paul B. Nibecker, | 
commander of the New York Naval! 
Shipyard, Brooklyn, N. Y., spoke on| 
“Promoting a Suggestion Program” | 
at the sixth Eastern Regional Confer- | 
ence of the National Association of | 
Suggestion Systems. Here is what he | 
had to say: 


“T am sold on suggestion programs. 
The problem with me is not in getting 
me to take part in a suggestion pro- 
gram but rather in getting me to shut 
up once the subject is opened. Right 
here is a good point to let you know 
that whatever I might say here today 
does not necessarily represent the view 
or the policies of the Department of 
Defense or the Department of the 
Navy, with respect to suggestion pro- 
grams. Now don’t get me wrong on 
this point for I do not want you to 
gather the impression that what I 
might say is contrary to those policies 
either. I want it understood only that 
my remarks have not been formalized 
and cleared by the top officers in the 
Pentagon—they are my remarks and 
that’s that. 


“You don’t have near the problem 
of promoting a suggestion system after 
it is rolling, that you have before it is 
rolling. There are two schools of 
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... on both sides? ... in black and colors? J 


All were mimeographed! Something new? Yes. MODERN 
mimeographing today is more versatile than ever with the 
new Contac-Dri inks, new stencil sheets, and the new 
mimeographs. And any one of 5 new A. B. Dick models: 
gives you this versatility. Of course, there are big 
machines for long runs and frequent use... small ones for 
occasional work. All models are for use with all makes 

of suitable stencil duplicating products. To see for 
yourself what MODERN mimeographing can do, send the 
coupon for a free portfolio. 


p A:B: DICK 


A. B. DICK COMPANY, Dept. M-951 
5700 W. Touhy Avenue, Chicago 31, Illinois 


Without obligation, please send me free portfolio of samples and full 
facts about MODERN mimeographing. 


NAME POSITION 
ORGANIZATION. 

ADDRESS. 

CITY. Z0nNa__. STATE. 
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4 UARCO Control Punched Forms are Best! 


Try these better made control punched forms! 


If you have a tabulating installation, use them there. Use them for 
billing over typewriters . . . Uarco Pin Feed Platens speed forms 
through in packs of 500 sets or more. 


However you use them, you get all these features in Uarco Control 
Punched Forms: your choice of fastening, including exclusive “bump” 
fastening ... wide or narrow copies... colors... pre-inserted carbons 
.-.» precision punching in the margins to give you perfect copy alignment. 
Your word is law in the design of these forms—whatever you want, 
Uarco gives you. 

Hint to Office Managers 

The coupon is for you. Use it. It brings samples of these quality forms. 


Also, a folder showing how Uarco’s Pin Feed Platen permits their 
use in your typewriters. No obligation. 


Factories: Chicago; Cleveland; Oakland; 
Deep River, Connecticut; Watseka, Illinois 


Sales Representatives in All Principal Cities. 
UARCO eee eee ee 
UARCO Incorporated 


INCORPORATED Room 1620, 141 W. Jackson Blvd 
Chicago 4, Illinois 


1 
Business Forms | Form. Aiss, che folder deseribing your Pin Feed Placen. 
; NaMRrccccccccvccscscccsoese d00sescssecesecsacccess ooo 
: PBvcccccescvccsccsesccsescee Seereceses Penenesees cccce 
Saree supiideneiat sacclisciansceniileasen 
H Stabercccccccccccccecccccecccscsseseces oc eccecccccccccce 
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thought on the question of suggestion 
systems. One believes in them; the 
other will have no part in such an idea. 
Even where a suggestion plan is in ef- 
fect,*we still find vocal supporters for 
each school of thought. 

“IT am going to simplify my talk by 
assuming that the front office or board 
of directors or whoever sets company 
policy has decided we will have a sug- 
gestion system. Now how do we go 
about promoting the program? 

“T suppose the first idea that comes 
to mind is—publicity. Get the word 
around that such a program does exist. 
The obvious avenues of communica- 
tion, such as posters, notices on bulle- 
tin boards, articles in the company 
paper, talks to supervisors and em- 
ployee representatives: etc. Even with 
all this, we don’t seem to start off the 
chain reaction we believe is there. I 
have even seen the idea tried where a 
list of “Ideas Wanted” was printed in 
the local paper. 

“But to get back to our own prob- 
lem, which is to teach our employees 
to ‘give with those ideas,’ how do we 
get rolling? 

“Well, first we must recognize that 
it is second nature for everyone to be 
skeptical of anything management has 
to offer. This is true regardless of 
where you sit in the organization. 
If the idea seems to be sponsored 
by someone higher on the _ ladder, 
your first reaction is: “What’s the 
catch?” 

“Here is the real key to the promo- 
tion of any suggestion system. Tht 
is, prove to the employees that there 
is absolutely no catch to your sugges- 
tion plan. Now, how do we do that? 
Certainly posters, notices, articles, 
talks, etc., can not do it. But actions 
will. By action I mean action all along 
the line, from the top office right down 
to the work bench where the inves- 
tigation is turned in. 


HOW TO SELL THE PROGRAM 


“The type of action I have is: 

“(1) Speedy acknowledgment of his 
suggestion. (2) Thorough and imme- 
diate investigation of his suggestion; 
with the suggestor being kept in- 
formed of its status. (3) Courteous 
and complete reply to him in those 
cases where his suggestion was not 
adopted, giving the reasons therefor. 
(4) High level recognition of all sug- 
gestions adopted. Here is where the 
personal touch can come in and here is 
where you make the ‘salesman’ of 
your program. 

“You can not expect your progress 
to start out in high gear, but you can 
rest asured that if you honestly meet 
my four action points for each sug- 
gestion submitted, you will be adding 
to your staff real live wire in the flesh 
salesmen who will do the work of 
promoting your program down where 
it counts. That is right where we want 
it promoted—the same place where the 
ideas come from. 

“Just one word of caution. Remem- 
ber the secret of your promotion pro- 

(To page 21) 
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IT’S NEW J 


c SMEAD’ S Dud 
ILEBINDER 


FIRST THE CASEBINDER... 
NOW THE FILEBINDER | 


An improved binder for corre- 

spondence in vertical files. Extra i 
Strong - Smooth - Perfect Writing 
Surface. 

SIZE 11-%" x 9-156", 1” Capacity 
System Tabbed- All Righthand Tabs 2 /5 Cut 


DOUBLE BACK PATENTED 
ROLLED EDGE CONSTRUCTION 


Made especially for important corre- 
spondence that has to be bound. 
Constructed with double back for long, 
hard wear, and fasteners for locking 


papers in place, inserted in alternating "v7 = “= 

binding flaps that alternate right and : . . 

left. This errangement keeps the file It’s a natural for a Credit File 
| square at all times. £ 2, , L ‘ihe a Zz. 4 


| Grows as Needed 

All important credit information bound 
in one file - stenographic copies can 
be made with ease - by merely 
turning the flap or cover back to form 
an easel - as shown to the right. The 
double back of the Filebinder is suffi- 
ciently strong to stand erect - even 
under weight of heavy correspondence. 


Papers need not be removed from 
Smead's Filebinder when used in a _ 
Line-a-Time. Simply fold the cover of samen oe | 

the Filebinder back and insert the entire pa —— | : 
Filebinder, as shown to the left. tpn ; 


As the material from each page is typed, 
remove the Filebinder and turn the page 
\ over as explained above. 


Furnished in red, blue, green, golden- i 


rod, redrope and manila colors. 


PATENT NO. 1,622,753 


THE d » » £2 ee, , 
._ Sinea MANUFACTURING CO. INC., HASTINGS, MINNESOTA. 


NO. 11-15-50 


PRINTED IN U.S. A. 
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SMEAD’S TELL-1-VISION SYSTEM 


REG. VU. S. PAT. OFFICE 


J READS LIKE A 800K 

LEFT TO RIGHT- 

BAGROWS AS NEEDED 
~ 


By using Smead's Tell-I-Vision filing system, you can 
reduce filing time. The alphabetical-color signal 


system for finding — and the numerical-color signal with 


system for replacing — make filing easy, fast, and ZY f, l { Plastée 7 be 


accurate. 


LET US DISCUSS YOUR FILING PROBLEMS WITH YOU 


THE Smead MANUFACTURING CO.,INC.-HASTINGS, MINNESOTA 
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(From page 18) 

gram is in the salesman who has seen 
the program in action. For this reason. 
every remark, every act, that is made 
by those in responsible positions must 
reflect their respect, trust and belief 
in the program. Even with a program 
rolling, the employees are still human 
beings, and they are constantly on the 
alert wondering ‘What's the catch?’ 
Should any employee ever become con- 
vinced that top management is not 
sincere in its request for his sugges- 
tion, the adverse effect on your pro- 
gram will be almost instantaneous. 
Most certainly, wise management 
would never permit such a thing to 
happen. I simply mention this point 
here because it is something that must 
be kept in mind when you are inviting 
the top management of your various 
organizations to take part in the suc- 
cessful promotion of a suggestion pro- 
gram. 

“Remember, there is always a better 
way to do almost everything. Let the 
employees help us find it.” 


BIG CONTROLLERS’ 
MEETING 


Payroll controls, inflation and fed- 
eral, state and local taxation are 
among the topics to be discussed at 
the 20th annual meeting of the Con- 
trollers Institute, to be held September 
30 to October 3, at the Waldorf-As- 
toria Hotel, New York. Financial 
management techniques will be ex- 
plored at three of the general sessions 
so far arranged. At one, E. J. Hanley, 
president of the Allegheny-Ludlum 
Steel Corp., Pittsburgh, Pa., will pre- 
sent the management viewpoint on 
“Controllership Today and Tomor- 
row.” The controller’s point of view 
will be expressed by Daniel M. Shee- 
han, vice-president of the Monsanto 
Chemical Co., St. Louis, Mo. E. C. 
Peet, vice-president, Shell Oil Co., 
New York, will serve as moderator. 

Joseph B. Fleming, systems consul- 
tant to the Atomic Energy Commis- 
sion, the Port of New York Authority 
and the Consolidated Edison Co., will 
answer “Can Electronics Revolutionize 
Accounting?” at another technical ses- 
sion, to be followed by a third on “Can 
Conventional Accounting Cope with 
Inflation?” Speakers at the latter will 
be Carman G. Blough, research direc- 
tor of the American Institute of Ac- 
countants, New York, and Arthur 
Dean, attorney, of Sullivan & Crom- 
well, New York. The moderator will 
be Robert N. Wallis, assistant treas- 
urer, Dennison Manufacturing Co., 
Framingham, Mass. 

Walter W. Walsh, former Tax Com- 
missioner, State of Connecticut, and 
now partner in the New York law 
firm of Chapman, Bryson, Walsh & 
O’Connell, will conduct a symposium 
on state and local taxation, in which 
the participants will include: Henry 


Here’s a new, low-cost machine that 
quickly copies reports, records and 
accounting forms up to 46” wide and 
gets them out on time. 


The Bruning Copyflex “20” makes 
direct, positive (not negative) copies 
that are errorproof replicas of your 
originals. It copies practically any- 
thing typed, written or drawn on or- 
dinary translucent paper. Anything 
from small office forms to really large 
sized balance sheets, charts, produc- 
tion schedules, statistical reports, 
etc. These can be run off rapidly 
without lifting a pen or typing a 
word, at an approximate cost of only 
2¢ per sq. ft. 


No stencils, negatives, or masters are 
used! You just feed in your original 


Specialists in copying since 1897 
;- — “CHARLES BRUNING COMPANY, INC.- ~~ ~~ ~~~ 
New York 13, N. Y. 


( Send me full details on the Model 20 Copyfiex. 
[0 | would like to see a Copyflex machine demonstrated. 


Dept. Q-91 100 Reade St. 


Quickly makes low-cost, errorproof 
copies of even your large reports, 
records, and accounting forms 


and the sensitized paper . .. the ma- 
chine delivers a ready-to-use copy 
that’s an exact replica. You get the 
letterhead or form as well as the text. 


No special training is needed to 
operate the “20,” and no installation 
is required — just connect it to a 
115 volt A.C. power circuit. It’s clean, 
it’s quiet, it’s free of fumes or fuss. 


Why wait for copies? Make them 
when you want them, as you want 
them. Having copies made “outside,” 
or typed (with consequent proof- 
reading) is costly and unnecessary. 
Speed your paperwork the modern, 
efficient, Copyflex way. 


This coupon is your cue. Have your 
secretary mail it today. 


L. Maggiolo, Combustion Engineering- Name_ Tule, ; 

Superheater, Inc., and chairman of the Company —— — Se 
Institute’s National Committee on Street : "12"'. In seconds it delivers 
State and local taxation; Paul A. Reck, . siete eto: 
assistant treasurer, Sperry Gyroscope City — ——\ ; 
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instantly Changeable Type 


ALL STYLES...ALL SIZES... 
AND ALL LANGUAGES, TOO! 


Now you can produce that catalog 
or house magazine—or price list 
and instruction manual—at a frac- 
tion of your former cost—and with 
a quality comparable to professional 
type jobs. Look at this type job... 
it is only a sample of what you can 
do. Savings?—Let us show you how 
much—send for the complete story 
in pictures and samples. 


i} 100... DSJ VARI-TYPING...! 


RALPH C. COXHEAD CORP. 


720 Frelinghuysen Avenue 

Newark 5, 

Please send me Vari-Typer Booklet # Al9 
Ee er er eer ee Pee 
NS BG ima duende ceckoe on etek CHGS eke 
SEE) 4 be04. 60 Chas nee hegnednewed cox 
| Saar Zone... .State..... .. 
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Co. Division of the Sperry Corp.; Ad- 
olph Kalin, comptroller, The Hooper- 
Holmes Bureau, Inc., and Leo Mat- 
tersdorf, C. P. A., partner in Matters- 
dorf & Allen, all of New York, and 
John McFarland, manager of the tax 
department, Sun Oil Co., Philadelphia. 

A “quiz” forum on “Federal Income 
and Excess Profits Taxes” will be di- 
rected by C. Rudolph Peterson, tax 
counselor of Lee, Toomey & Kent, 
Washington, D. C., aided by the fol- 
lowing panel of experts: Harold T. 
Swartz, Assistant Deputy Commission- 
er, Income Tax Unit, Bureau of In- 
ternal Revenue; and Vance L. Kirby. 
Legislative Counsel to the Treasury 
Department, and Herman T. Reiling, 
Assistant Chief Counsel, Office of 
Chief Counsel, Bureau of Internal 
Revenue, all of Washington; Edmund 
L. Grimes, executive vice president, 
Commerical Credit Co., Baltimore; and 
W. A. Cooper, in charge of tax de- 
partment of Peat, Marwick, Mitchell 
& Co., New York. 


H. E. HUMPHREYS, JR., TO SPEAK 


H. E. Humphreys, Jr., president of 
the United States Rubber Co., New 
York, will be guest speaker at the 
opening luncheon on Monday, Oct. 1, 
while the luncheon on the following 
day will be given over to a special pro- 
gram commemorating the 20th Anni- 
versary of the organization. The an- 
nual business meeting and election of 
directors will take place Monday 
morning, and the annual banquet 
will be held on Tuesday evening, Oc- 
tober 2. Tuesday afternoon will be 
devoted to 16 industry conferences, 
to be attended by controllers from 
the particular field—such as banking, 
chemicals, life insurance, metals manu- 
facturing, paper products, retailing, 
textiles, etc. 

Vincent C. Ross, vice president and 
treasurer of Prentice-Hall, Inc., New 
York, who is president of the Institute, 
will preside at the annual business 
meeting and the banquet. Wayne C-. 
Marks, controller, General Foods 
Corp., New York, will conduct a ses- 
sion on wage and salary controls. 

A reception for members and their 
wives will take place Sunday after- 
noon, September 30. A display of busi- 
ness systems and equipment will be 
held throughout the convention. 

Arthur. Surkamp, vice-president, U. 
S. Rubber Co., is serving as gen- 
eral chairman of the committee in 
charge of the event, and the vice chair- 
man is Mr. Marks. Other committee 
chairmen include: arrangements com- 
mittee, J. McCall Hughes, Mutual Life 
Insurance Co. of New York; business 
show, Charles B. Lunsford, Equitable 
Life Insurance Society of the U. S.; 
entertainment, Arthur L. Boschen, 
Vick Chemical Co.; finance, William 
Widmayer, Guaranty Trust Co. of 
New York; housing, John J. Waldron, 
Jacob Ruppert Brewery; attendance, 
Lincoln H. DeGraw, Hazeltine Elec- 
tronics Co.; program, C. J. Kushell, 
Jr., The Port of New York Authority, 
president of the New York City Con- 


How your dollars 


STRIKE BACK 
AT CANCER 


through 


RESEARCH 


that saves lives 


In the past six years, the Amer- 
ican Cancer Society has de- 
voted $16,856,000 to the sup- 
port of Research, chief hope of 
millions of threatened cancer 
victims. Science has given us 
improved techniques in diag- 
nosis and treatment that have 
saved thousands of lives. Your 
contribution to the Society also 
supports Education and Serv- 
ice to the cancer patient. 


AMERICAN 
CANCER SOCIETY 


Mail your contribution to 
“CANCER” in care of 
your local post office 


September, 1951 
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trol; publicity, H. H. Scaff, Ebasco 
Services, Inc.; reception, Nelson T. 
Hampson, Lowe Paper Co., Ridge- 
field, N. J.; registration, Stuart W. 
McLaughlin, West Virginia Pulp & 
Paper Co.; speakers’ hospitality, Leith 
V. Watkins, Panhandle Eastern Pipe 
Line Co.; national headquarters rep- 
resentative, Paul Haase, assistant man- 
aging director of the Institute. 


OBSOLETE SAFES INCREASE 
BUSINESS FAILURES 

Seventy-five per cent of all safes in 
use today are potential “ovens” that 
can turn assets into ashes, a noted 
safe expert and record protection spe- 
cialist warns. 

To stress the danger of this situa- 
tion, he cited this conclusion from a 
recent survey: “Of all firms which 
lose their records by fire, 43 per cent 
never reopen their doors.” 

Of the firms which remain in busi- 
ness, 14 per cent suffer a reduction of 
30 to 66 per cent in their credit ratings, 
according to John Mosler, vice-presi- 
dent of the 103-year-old Mosler Safe 
Co. of Hamilton, Ohio. 

“A new fire starts every 20 seconds,” 
Mosler explained, “and some of the 
most intense fires cccur in fireproof 
buildings which contain a blaze as does 
a furnace. Unless a safe is fire resistant 
—and three out of four are not—its 
paper contents will begin to char or 
ignite at temperatures above 350 de- 
grees F., even without direct flame.” 

To make matters worse, you cannot 
collect fully on your fire insurance 
without tangible proof of loss in the 
form of inventory records, he warned. 

Then how can you tell if your sale 
is safe? 

“That’s easy,” says Mosler, who 
offers the following simple checklist 
to worried businessmen: 

1. Be suspicious of your safe if it 
does not carry an approved Under- 
writers’ Laboratories, Inc., fire test 
label. 

2. Don’t trust your safe if it was 
built prior to 1917. All safes built be- 
fore that time are considered obsolete 
by the National Association of Safe 
Manufacturers. Such safes are potenial 
ovens. 

Mosler, whose company built the 
famous vault doors that withstood the 
atomic blast at Hiroshima, also warns 
against putting too much faith in 
weight and thick walls. 

Heavy weight and thick walls in a 
safe do not make a safe fire resistant. 
On the contrary, these characteristics 
are usually the earmarks of a safe that 
is obsolete and has doubtful protective 
value. 

“Insist upon the proper Underwrit- 
ers’ fire test label and you will be safe,” 
says the company. 


BIG FILMING JOB 
New York Public Library has begun 
a $25,000 microfilming project which 
will serve as a “general insurance pol- 
icy against all kinds of damage” to 


"Ym forever makisS 


is 
Py ) e 


ae 


Tracer light photos reveal costly 
“doodles in the air’’. Tracer light photos 
are made with a single small light 

attached to each hand —sometimes 
to equipment. They show how many 
motions are required to do a specific job — 
like turning out one set of business forms. 


American LITHOSTRIP Continuous Forms 
wipe out wasteful, costly “doodling” . . . elimi- 
nate six unnecessary, profit-eating moves in record keeping! 
Distribution and control are simplified and speeded. A SINGLE 

typing produces records for all departments . . . fast! 


GET YOUR FREE COPY OF “TIME AND MOTION STUDY IN LIGHTS” 
2 AMERICAN LITHOFOLD CORP, 


500 Bittner Street * St. Louis 15, Missouri 


Without obligation, SEND ME the new illustrated brochure 
TIME AND MOTION STUDY, showing how we can eliminate 
“doodles"”—save important time, work and money with 
LITHOSTRIP “PLANNED BUSINESS FORMS.” 
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me 


How to have 
an efficient 


MAIL ROOM 


for only a | 
few dollars! 


Send for this illustrated catalog today! 


Corbin Mail Handling Equipment is used 
in the majority of post offices throughout 
the country . . . it is speeding up the mail 
sorting operation in mail rooms of many 
nationally-known business firms, schools 
and hospitals. 

You, too,can have efficient Corbin Mail 
Handling Equipment in your office. You 
get equipment that is sturdily and attrac- 
tively made from selected hardwoods. 
You get the benefit of our years of expe- 
rience, because we will gladly help you 
choose equipment that meets your needs 
exactly. Yet, the cost is surprisingly low! 

For more complete details on Corbin 
Mail Handling Equipment and other low- 
cost Corbin wood products, write today 
for our new illustrated catalog! There is 
no obligation, of course. 


CORBIN 


a = eae 
i] a 
H ome i] 
a Corbin Cabinet Lock — Wood Products Division i 
The American Hardware Corporation i 
fs New Britain, Conn. t 
§ Please send me your new illustrated catalog of { 
Corbin Mall Handling Equipment and other 
i Corbin Wood Products. i 
u DERI ncocenccecssencrevesesescovescncsseossvescsscaseosesvececesseesecs ' 
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H Address } 
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its 8,000,000-card public catalog, ac- 
cording to Ralph A. Beals, director. 

The project, which took nine months 
of experimental study, is being carried 
out in the central building, Fifth Ave. 
and 42nd St. 

The catalog is the key to the lib- 
rary’s entire reference section and is 
adjacent to the main reading room. 

Ralph A. Carruthers, chief of photo- 
graphic services, headed a study of 
mircrofilm cameras and_ techniques 
which got underway in November 1950, 
when the trustees green-lighted the 
idea. 

The camera which was finally se- 
lected for the library’s needs is a Die- 
bold flofilm microfilm camera, used by 
many business houses to preserve im- 
portant records. The library’s produc- 
tion schedule calls for 8,000,000 cards 
to be microfilmed at the rate of 50,000 
a day. Mr. Carruthers estimates that 
it will take his three-man staff ten 
months to complete the job. 

When completed, the microfilm copy 
will be “stored out of the building” and 
will comprise 800 reels of 16-mm. 
safety microfilm. 

It will be possible to store the film 
in a space of two cubic feet, in contrast 
to the 8,000 trays which line the 80 x 
75 foot room now in use. 


THE UNKNOWN TOP 
EXECUTIVE 


More effective use should be made 
of top executives’ personalities, back- 
ground and accomplishments in win- 
ning and holding the loyalties of new 
employees. According to Austin M. 
Fisher, partner in the management 
consulting firm of Fisher & Rudge, 
New York, this “blind spot” in orien- 
tation and indoctrination programs 
was brought out in a recent survey, 
which showed that insufficient capi- 
tal is being made of top-echelon ad- 
vantages when making new workers 
“feel at home.” 


“Of the 42 well-known companies 
which figured in our survey,” Mr. 
Fisher commented, “fewer than one- 
third give any information at all about 
officers and top executives to their new 
employees, and less than half formally 
introduce new workers to the execu- 
tives with whom they will have contact 
in discharging their duties. 

“Executive participation in such 
programs is ‘important, not only be- 
cause it arouses interest and enthusi- 
asm on the part of the new recruits, 
but also because it helps to keep the 
effort on a continuing high plane.” 


Helping new employees adjust to 
their new surroundings is an essential 
step in expanding the workforce, Mr. 
Fisher explained, as well as in welding 
it into an efficient production team. 
“If the newcomers take favorably to 
their employers,” he said, “they are 
more likely to recommend the com- 
pany to their friends and relatives as 
a good place to work. In fact, 22 of 
the firms referred to make a point of 
urging their new employees to help 
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TOO 
BUSY FOR 


Business 2 


Is your switchboard a bottle- 
neck? It is whenever it’s too 
busy with inside traffic to han- 
dle incoming and out-going 
outside calls! 


TAKE THE LOAD 
OFF YOUR SWITCHBOARD 


SELECT-O-PHONE (automat- 
ically and without an oper- 
ator) handles all inside com- 
munications independently of 
your switchboard — permits 
you to talk privately to from 
one to fifty-five stations, indi- 
vidually or collectively! 
SELECT-O-PHONE saves man- 
power, helps expedite orders, 
puts action into ideas — frees 
your city phones for profit- 
making calls. 


GET THE FACTS! Write 
SELECT-O-PHONE Division, 
Dept. 17-I, KELLOGG SWITCH- 
BOARD AND SUPPLY COM- 
PANY, 6650 So. Cicero Ave., 
Chicago 38, Ill. 


KELLOGG 


Selects O-Phone 


THE /S5/2E VOICE OF BUSINESS 
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How long since you reviewed the drink- 
ing water facilities in your plant and 
offices? Medical and production authori- 
ties of national reputation advise electric 
water coolers as effective contributions 
to employes health, efficiency and morale, 


WATER COOLERS 


@ 20 years of water = 9 
cooler experience are Qiu 
responsible for Fed- Iii 
ders performance. 

Hermetically sealed, 
lubricated for life, san- 
itary design inside and 
out, compact size, 5 
year protection plan... 
bottle, bubbler, and 
explosion-proof mod- 
els...those are impor- 
tant reasons for speci- 
fying Fedders Water 
Coolers. 

Write for money- 
saving facts now! 


—- 
FEDDERS-QUIGAN 
CORPORATION 


57 Tonawanda St., Dept. OM-16 
Buffalo 7, N. Y. 
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find additional recruits. Experience 
during World War II demonstrated 
the effectiveness of this approach, 
which should be used more widely 
today.” 

While most of the executives re- 
sponding to the Fisher & Rudge sur- 
vey indicated satisfaction with the way 
their orientation and 
programs are developing, 15 of the 
42 admitted they had no formalized 
plan for welcoming new workers. 

“Where formal plans are lacking,” 
the labor relations expert pointed out, 
“top management tends to take for 
granted that ‘something is being done’ 
with new employees. The danger 
under such conditions is that circum- 
stances, rather than some regular- 
ized procedure, will dictate what 
happens to new employees. A new- 
comer may be given the information 
he craves, or he may not. He may be 
introduced around the department by 
his supervisor, or else just put on a 
job and allowed to shift for himself. 

“The key to correction in such cases 
is to plan a definite program. Our ex- 
perience creating and installing such 
programs proves that the more the 
higher executives participate in the 
process, the better and more lasting 
the results will be.” 


FORMS MEN MEET 


Representatives from eleven cities 
gathered at the Moraine Hotel in 
Highland Park, Illinois for the 3-day 
specialized-service summer convention 
of the American Lithofold Corp., St. 
Louis, Mo. Problems of business con- 
trol were the main topic of discussion. 
Summed up, the convention was a 
three day course to make every sales 
representative an efficient analyst of 
a firm’s “Cycle of Business,” and an 
authoritative advisor on achieving 
simplified time-saving business forms 
for record controls. 

A. M. Bridell, vice-president of 
American Lithofold, presented “The 
Cycle of Business and the 4-Step 
Analysis.” He stressed the responsi- 
bility of the American Lithofold or- 
ganization to work closely with in- 
dustry to reduce expense of record 
keeping. The entire “planned form” 
program was outlined by Mr. Bridell 
as a sales-plus-service operation re- 
quiring skilled, technically - informed 
analysts of business procedure. Amer- 
ican Lithofold products were dis- 
cussed, not as merchandise, but as 
efficiency-building, waste-cutting tools 
for industry. The “Cycle of Business” 
was graphically illustrated as a com- 
plete circle embracing every operation 
from the initial order through produc- 
tion, payrolls, statements of accounts 
and statistical reports to show man- 
agement the how and why of their 
progress. 

Mr. Bridell outlined the 4-Step An- 
alysis as follows: (1) a thorough dis- 
cussion with the client in order to 
“set up” the analysis. (2) analysis of 
forms and their application. (3) devel- 
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by “...1 am grateful for the effortless 
eli way Mongol Pencils write”. . . says 
ay Clerk Ruth Keefe, of Euclid, Ohio. 
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i “It’s less work for me when an 
Fi office uses Mongols—they don’t 
a e need sharpening as often”... that’s 
: : the experience of Jimmy Powers, 
al Office Boy, Lubbock, Texas. 


WOODCLINCHE 


“Using a pencil all day is less tiri 
with Mongols—they’re so 
writing” ...so says W. A. Carr, Ticket 
Agent in San Anselmo, Calif. 


The test of actual use has earned 
MONGOL Pencils a place on mil- 
lions of office desks. For smooth- 
ness, strength and longer wear, 
always specify Mongols! 

...0t’s the 

that does it! 


MONGOL 


sy EBERHARD FABER 


TRADE MARKS REG. U.S. PAT. OFF. 
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PUNCHES sheets and covers of any size 
or weight, quickly, accurately 


BINDS up to 250 books an hour with 
colorful GBC plastic bindings 


BIND THIS MODERN WAY 
right in your own OFFICE 


Add prestige...color...atten- 
tion-compelling appearance to 
reports, presentations, catalogs. 
GBC plastic binding equipment 
quickly ...easily...economically 
binds pages of all sizes into 
handsome custom-made _ book- 
lets. Pages turn easily ...lie flat. 
New models cost less than a 
typewriter...save 50% over old- 
fashioned fastener-type covers. 

SPECIAL OFFER 
Send today for 2 use- 
ful, valuable pocket 
memo books. Striking 

| of kh d 


e Pp 

GBC plastic binding... 
absolutely FREE. Receive also illus- 
trated brochure showing how GBC 
can improve your literature...save 
money, too. No obligation. Please 
state business affiliation. 


General Binding Corporation 
808 West Belmont Ave., Dept. O1.9 
Chicago 14, Ill. 


poses. 


saving. 


Wom wide 


HORDER’S, INC. 


here’s a must! 
THIS CATALOG HAS AT LEAST 
mo) A. DOZEN READY-PRINTED FORMS 
q WE SHOULD BE USING.” 


It’s a big 64-page Catalog of 494 forms 
for office, factory, traffic warehouse, 
professional and general business pur- 
ass production printing means 
we can use them at an exceptional 


4 
Write today for this FREE 
Business FORMS 


231 S. Jefferson St., Chicago 6, Ill. 
Please rush my FREE World-Wide Forms Cata- 
log. (No salesman is to call.) 


CATALOG 


Dept. OM-9 ‘ 


Address 


City 


Zone 
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opment of answers to problems dis- 
covered in the analysis. Clinical help 
from Lithofold experts in design, pro- 
duction and application. (4) presenta- 
tion of findings to client, with solution 
in American Lithofold “planned 
forms.” 

Top billing was accorded the dra- 
matic new tracer light photograph 
studies which scientifically demonstrat- 
ed the amount of waste motion re- 
quired to produce old-fashioned forms, 
contrasted with the 
efficiency of “planned” business forms. 


as 


These dramatic photographs, an Amer- | 
ican Lithofold Corp. research develop- | 
ment, form the core of a new, extensive | 


advertising campaign outlined at the 
meeting by M. A. 


dles the account. 


SYSTEMS PROGRAM 
ENLARGED 

The Management Institute of New 
York University’s Division of General 
Education, recognizing the growing 
demand for systems men in business, 
has enlarged its systems and _ pro- 
cedures program. 

The fall program will consist of six 
courses. Included in these will be 
“Economies Through Forms Analysis 
and Controls,” and “Cost Reduction 
Through Mechanized Accounting.” 
The forms analysis course will be con- 
ducted by E. Lester Phy, Continental 
Can Co., president of New York 
Chapter No. 1, Systems & Procedures 
Association of America. 
ized accounting course will be con- 
ducted by Charles J. Berg, Jr., Metro- 
politan Life Insurance Co. 


LILLIPUTIAN LAYOUTS 

Perhaps you have a problem of per- 
spective having to do with the appear- 
ance of furniture styles in a projected 
new office. Maybe you are the type 
who doesn’t trust his mind’s eye when 
judging what color combinations will 
mesh to form a cheerful, well designed 
office. In either case 
will probably be able to help you, be- 
cause this talented couple specializes 
in miniature models of furnished rooms 
hand-made to exact scale. 

H. Ruth and Bernard Bennett are a 
brother and sister team. He makes the 


streamlined 


Harvis of the Bur- | 
lingame-Grossman Agency, which han- | 


The mechan- | 


The Bennetts | 


model rooms and constructs the minia- | 


ture pieces to go into them. She deco- 
rates the rooms and shops for the 
furnishings. A third member of 
team is a fabrics consultant. 

Fabric, wall paper samples, wood, 
plastics, paint and other materials are 
used to carry out to the last detail 
the decorating scheme of each room. 
When a bookcase is a part of 
room, said book case will be seen to 
be equipped with its full complement 
of books; in fact, any piece of office 
equipment—be it a typewriter, cos- 
tumer, wastebasket, or what you will, 
appears in its proper place in the office 
setting, and to perfect scale! 

The price for one completely deco- 
rated room in miniature is $50. 


the 


the | 
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with printed 
messages and easy recordings 


ENVELOPE CO. 


1 Envelope Terrace 
Worcester 4, Mass. 


LET US TELL YOU 


WHERE TO GET IT 


Whenever you are in need of any type or 
brand of office equipment, commercial sta- 
tionery or maintenance supplies which your 
regular source of supply cannot satisfy, call 
on the Subscribers Information Department 
of OFFICE MANAGEMENT AND EQUIP- 
MENT for assistance. 


We maintain a permanent staff in our Direc- 
tory Department a staff that works all year 
long correcting lists of manufacturers, dis- 
tributors, classes of merchandise and trade 
names, keeping records up-to-date to serve 
you with dispatch and efficiency. 

Daily, we receive phone calls and letters from 
office management executives all over the 
country who are in search of the best sources 
of supply for individual pieces of equipment 
or large quantities of office supplies, furni- 
ture and appliances. 


Ask us to help you solve your office equip- 
ment problems. 


Subscribers Information Department 


OFFICE MANAGEMENT 


and Equipment 
212 Fifth Ave., New York 10, N. Y. 
Phone MUrray Hill 9-4411 
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COOLING PROBLEM SOLVED 

An unpredictable cooling problem 
posed by heavy heat-producing calcu- 
lating machines which may be moved 
from one part of a new insurance 
building to another, has been solved 
by an unusual mating of two different 
types of air conditioning apparatus, 
it has been reported by Carrier Corp. 

The recently completed and com- 
pletely air conditioned New Hamp- 
shire Fire Insurance Co. building in 
Manchester, N. H., said to be the fin- 
est office building in the state, has in- 
stalled its tabulating equipment in one 
of the rooms on the first floors. 

3ut since the calculating machines 
are completely self-contained, they can 
be moved to other locations in the 
building, which would radically change 
the air conditioning load both in the 
space they were moved to and the 
room that was vacated. 

To handle any possible future 
changes without alterations in the 
built-in central system air condition- 
ing, two Carrier packaged Weather- 
makers sized to take care of the heat 
from the calculating machines alone 
were prescribed. These units, which 
are also self-contained, will be moved 
wherever the Tabulating equipment 
goes. 

FIRST IN THE STATE 


All other air conditioning loads in 
the three story and basement building 
will be handled by a Carrier Conduit 
Weathermaster system, and _ internal 
zone systems; similar to that installed 
in the United Nations building, and 
the first of its kind in New Hampshire. 

In contrast to the United Nations 
building’s approximately 4,000 indi- 
vidual room units, this building will 
employ 199 units—one under each win- 
dow—demonstrating the system’s 
adaptability to small buildings as well 
as skyscrapers. 

The building is constructed of rein- 
forced steel, with brick and granite 
exterior, and totals some 85,000 square 
feet of office space, including the air 
conditioned basement. A Carrier cen- 
trifugal refrigeration machine of 315 
tons capacity has been installed in an 
apparatus room in the basement to 
supply chilled water for the air con- 
ditioning systems. Air handling equip- 
ment is located in two penthouses on 
the third floor roof. 

Architects for the modern new 
building, which was occupied in July, 
are Cram & Ferguson, Boston, Mass. 


WALK-UP BANKING WINDOWS 
Auto Banking Windows are one of 
the newest developments of the Her- 
ring-Hall-Marvin Safe Co., who de- 
signed the windows to facilitate bank- 
ing by motorists in congested down- 
town areas. What the window amounts 
to is a teller’s window on the street: 
separated by bullet-resistive steel and 
glass, and finished in stainless steel. 
The H-H-M windows, made in two 
styles and two widths, include a six- 
way communication device that en- 
ables the teller to conduct normal and 
confidential conversations with the de- 
positor and five different locations. 
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WOPDEN 


OF 
~ HOLLAND. MICH. resents 


No. 1000 Davenport—Size: W89" D43" H31'/2" 


GENUINE LEATHER FURNITURE 


| In several attractive designs, combining excellent tailoring, finish, and appear- 
ance with sturdy construction to give years of satisfaction. Only leather lends itself 
to such a varied manner of decoration in the upholstering of high quality furni- 
| ture. And only Worden craftsmanship adds the touch of real comfort that makes 
these products such a welcome part of every office. 

Our davenports and chairs are available for any size space. They can also be 
| custom made to your specifications. 


For particulars or literature, write .. . 


The Worden Company 
200 East 17th Street e Holland. Michigan 


modernefficiency 
plus old-world beauty 


Windsor office furniture will do two 
things to your office. It will add the classic 
grace and luxurious beauty of fine wood 
furniture. It will save you space, money, 
and time through its modern, well- 
planned features. These two things alone 
make the Windsor a valuable asset to 
any business. See it today at your dealer. 


NEED MORE SPACE? Redesign your office with 
the Imperial Office Planning Guide. Send 10c to- 
day for the complete kit. 


MEMBER cos 
Dmperial 
desk company 
EVANSVILLE 7, INDIANA 
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mertican tndustry depends on 


Jones & Laughlin Steel Corporation D [ I TO 


Pittsburgh, Pennsylvania, 


writes: “The continuin g ava il- To expedite output, improve material control, reduce 
ope ‘ oo pe production losses and material shortages, American 

ability of Ditto is indis industry depends on Ditto One-Writing Systems, Ditto 
pensable to our operations equipment and supplies. Big firms and small firms are 
as the count ry’s fo urth alike in declaring Ditto essential to their operations. 


33 
largest steel P reducer. Production... Purchasing... Payroll... Order-Billing 


You may ke startled to discover to what an extent the 
Ditto One-Writing plan can eliminate re-typing and 
checking in your order-billing, production, purchasing 
and payroll routines—obviate entirely the costly,annoy- 
ing errors all re-writings invite. Have an expert Ditto 
systems engineer survey your procedures (no obliga- 
tion!), make specific recommendations to meet your 
needs. Just write. 


DITTO, INCORPORATED e+ 696 S. Oakley Blvd. © Chicago 12, Illinois 
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Office 
Management 


AND EQUIPMENT 


EDITORIAL 


Multiplication vs. simplification 


ARE WE GETTING to the point where it will be easier to hire a good top 
executive than a really competent office worker? Offices in many parts of the 
country {eel that they have reached that point already, as they find themselves 
scrambling in an emptying market for the people they want. 

In mid-July, Secretary of Defense Marshall told Senator Byrd, chairman of 
the Congressional Committee on Reduction of Federal Spending, that as of May 
gist our military establishment had almost 100,000 stenographers, typists, and 
clerks on its payroll, and expected to hire 14,300 more during the 1951-1952 
fiscal year. To this drain on the country’s supply of office people must be added 
the additional thousands of office workers who are being hired by the other | 
Federal departments and by the firms working directly or indirectly on govern- | 
ment contracts. And the nation’s other offices must keep on getting their own 
necessary quota of new office people if the civilian economy is to be kept healthy | 
for the demands of war and peace. 

Much of the current multiplication of office jobs is attributable to war, but i 
we have been at war much of the time for the last thirty-five years, so that we / 
cannot comfort ourselves by thinking the present situation abnormal. Nor can | 
we get any comfort in thinking, as some students of the office do, that the stepped | 
up birth rate of World War II years will eventually provide proportionately larger 
numbers of young people for office employment. Unless the discrepancy between 
office and factory salaries lessens, office work is not likely to draw any large pro- 
portion of these potential workers now growing up. And in any case, we cannot 
wait to see! 

The remedy for the current situation is at once easy and difficult. Office tasks 
must be rigorously simplified. “What's the value of doing this?’ is a question 
often unpopular—but increasingly necessary. Jobs must be kept from multiplying 
dangerously by down-to-earth simplification. 
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Sie ae tes 


In his office, Elmo Roper reviews employees’ raise requests. 


Unique salary adjustment plan 


By ALVIN 


HIGH ABOVE Manhattan’s Rockefeller Plaza a 
young typist walked into the office of her boss. Ner- 
vous at first, she tried to recall all the arguments she 
had assembled in preparation for her “salary confer- 
ence.”” Just why did she deserve a raise? And could 
she convince her employer? 

Elmo Roper, well-known head of the New York 
research company bearing his name, has made enough 
business and public-opinion surveys to know there 
are at least two views on any question—especially 
one on salary. So, in his own office, salary increases 
are determined in a unique way. No take-it-or-leave-it 
stubbornness dominates management's attitude here, 
nor any blackmail demands on the part of the em- 
ployee. 

In early November, every Roper employee is asked 
what he thinks would be a fair salary for himself for 
the next year. This figure is given to Mr. Roper, 
who then consults with the worker’s immediate super- 
visor to learn how well he or she has done in the pre- 
ceding twelve months. In a week or so, the employee 
is called in for a conference. 
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M. HATTAL 


As painlessly as possible, differences of opinion are 
settled. And, not infrequently, a research assistant 
or a field director will learn he has underrated him- 
self and walk out with a much bigger increase than 
he had hoped for. On the other hand, an employee 
like the young typist may be asked to explain why 


‘she feels she merits a raise. In the five months she 


has been with the firm, she might say, she has learned 
her job well, has picked up in speed, and now needs 
less guidance in her work. 

Perhaps, however, she still makes too many errors, 
and retypes more letters than should be necessary, 
according to her supervisor. If so, she will learn this 
during the conference, and also discover other 
ways she can improve her work. Though not pri- 
marily intended to be a review of the past year’s ac- 
complishments, the conference does give the individ- 
ual employee an opportunity to air her complaints 
and possibly remove a roadblock in her progress. 

If, at the end of the session, the employee remains 
dissatisfied, she may send the case to arbitration. This 
has happened rarely, but the procedure is as follows: 
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Salary-conference plan applies even to key executives like Production Manager Robert Williams. 


works out well in Elmo Roper offices 


Annual 


individual employer-employee conferences, with arbitration on 


request, are basis of method for mutually satisfactory handling of salaries 


From the company staff, the employee selects any 
member she feels can judge her plea fairly. Mr. Roper 
names another. The two arbiters then choose a third 
committee member. Their task: to decide upon a fair 
salary for the employee involved. Should this em- 
ployee refuse to accept the committee’s decision, he 
may take thirty days to find another job. 

This somewhat revolutionary way of granting sal- 
ary increases was devised by Mr. Roper himself. It’s 
the method he has used since hanging up his own 
shingle fourteen years ago. And it has been so suc- 
cessful, he has tried to get others to use the same 
system. 

Hundreds of office executives have told him that 
it is a great idea—in theory. Many of those he has 
talked to agree on the advantages to both employer 
and employee. But none, as far as Mr. Roper knows, 
has been willing to give it a try. They seem to be 
afraid to risk uncomfortable situations they feel might 
develop. 

“True, new employees sometimes regard the system 
as a ‘good thing’—too good not to take advantage of,” 
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Mr. Roper admits. “With a ‘what-can-I-lose?’ attitude 
some ask for increases they don’t really expect or even 
feel they've earned. 

“But when put on the spot to justify their demands, 
they usually realize they're not just passengers on a 
gravy train.” 

The plan works. For not only does Mr. Roper dis- 
cuss each employee's progress with his immediate 
supervisor, but, if still doubtful, he has his secretary 
spot-check current salaries paid comparable workers 
in comparable companies. With no legitimate claims 
or defense, unworthy employees find his ammunition 
deadly. 

Of course, if Mr. Roper names a salary figure 
higher than the one asked, the employee gets it re- 
gardless of his own bid. 

One employee, for example, a young woman who 
has been with the firm five years as an assistant to the 
field director, stopped asking for raises two years ago. 
After getting successive increases at each of her first 
three conferences, it was understood that she had 

(To page 82) 
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Model represents typical executive office in Du Pont Building, Wilmington, Del. 


Scale models help Du Pont 


demonstrate office color 


HOW WOULD YOUR office look painted in cool 
green? Or in a warm beige? 

Suppose the time for repainting has come around. 
You have various ideas about a possible change in 
colors. You’ve seen some other offices you liked. Yet, 
before deciding, you’d like to visualize some of the 
basic differences in color. 

At the Du Pont Company in Wilmington, Del., its 
Office Buildings Department has come up with a way 
of doing this conveniently. ‘They use scale models of 
executive rooms. 

These models of the offices—two of them—have 
reversible walls. Each is painted one color on each 
side, so that four different colors can thus be shown. 
The models are scaled down to one inch equivalent 
to one foot. Each one represents a room with an area 
of 325 feet, and it can be conveniently set up on a 
board 20 x go inches. This in turn can be taken up 
to the busy executive's office, and placed on his desk. 
The walls can then be changed to show the different 
color effects. To make the demonstration more real- 
istic, model mahogany furniture has been built to 
scale by Industrial Models, of Ardentown, Del. Use 
of the furniture permits a more accurate three-dimen- 
sional preview, and also gives the executive a chance 
to experiment with new office layouts. 
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The models were planned in accordance with the 
principles of Color Conditioning, a functional system 
of color which Du Pont has been working with since 
1928. It was originally developed to reduce eye strain 
in hospital operating rooms, and extended to industry 
during World War II. Colors for use in a Color Con- 
ditioning plan are chosen to create more comfortable 
seeing conditions. Many industries adopted it, and 
reported that it helped raise morale and cut absen- 
teeism among workers, by giving them a better en- 
vironment at their jobs. 

Since the war, the Color Conditioning plans have 
been enlarged to include office buildings, schools, res- 
taurants, hotels, stores, and other buildings, especially 
those where many people work, or congregate. 

In their research on offices, the Du Pont paint ex- 
perts found that in general the offices were apt to 
have one of these defects: they were either too gloomy, 
or had too much glare. For instance, a dark floor 
tends to absorb light. It tends to create an air of 
darkness, which prevents visual efficiency. On the 
other hand, a room with bright walls and a light floor 
creates a glaring effect, which causes another type of 
eye fatigue. A more comfortable situation would be 
created by having a white or off-white ceiling, with 
soft and pleasing tones on the walls and floor. 
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Besides studying the effect of colors in reducing éye 
strain, many psychological aspects were also consid- 
ered. Various reactions of people to color were tested. 
Among other things, it was found that most people 
look upon red, orange, and yellow as being warm, 
while blue, green, and violet are regarded as being 
cool. Deep blue and other somber shades tend to 
oppress people. 

Studies on the matter of brightness also showed 
that excessive contrasts tire the eye, and should there- 
fore be avoided. If one surface in a room for example, 
is seventeen times brighter than another, the eye 
tends to become strained when it focuses first on one 
surface, and then the other. Tests have shown that 
for seeing comfort and the avoidance of eye strain, 
brightness ratios should be no greater than one to five 
in the working plane, and one to ten in the entire 
working area. 

As a result of research combined with actual use 
of colors, and other factors, seventeen colors were 
selected for the Color Conditioning line. They in- 
clude ivory, beige, sunlight, peach, greens, greys, 
blues, tan, rose, and terra cotta. All of these colors 
are in the one-to-five “brightness ratio.” 

While the scale models can show only four colors, 
a Color Conditioning manual, which is used with it, 
has large sheets showing the range just mentioned. 

A note about four colors which are now popular 
for offices may be of interest. They are smoky grey, 
green, peach, and beige. They are attractive and 
hardly anybody will object to any of these colors, 
even if he has to live with them all day long. 

Peach is a warm color. It tends to produce a pleas- 
ingly mellow feeling. It is especially good wherever 
a psychologically warm effect is desired. Du Pont also 
recommends it, or an ivory, for use in locations where 
natural sunlight is lacking, or on a northern exposure. 
They can also be used to make a small room appear 
larger than it really is. 

Beige is a soft neutral color. It is rather conserva- 
tive, but has a warm cast, which makes it good where 
warmth is desired. 

Light green and smoky grey have proven to be very 
satisfactory colors. They are cool and conservative. 
They provide eye-comfortable conditions, and give a 
dignified, pleasing appearance to a room. 

Since the models are reversible and demountable, 
combinations of colors can also be previewed. End- 
wall effects can be visualized. Naturally, the furni- 
ture can be moved around at will to get a better idea 
how to place it where it can do the most good. 

Experience has shown that the use of models has 
direct and indirect advantages, both to the person 
who is deciding how to fix up his office and to those 


September, 1951 


OFFICE MANAGEMENT AND EQUIPMENT 


Looking down on the model 


who are in charge of the painting. By seeing things 
in three dimensions, the man making the decision gets 
an accurate impression of how the office will look. 
Since the walls of the models are reversible and de- 
mountable, various combinations of colors and end- 
wall effects can be tried out. The accuracy of the im- 
pression is heightened by the use of furniture. 

Everybody concerned saves time by this method. 
Instead of floundering around thinking about the pos- 
sibilities of many colors, attention is focused on a few 
basic ones. When the reasons for their selection in 
the line of Color Conditioning has been explained, 
the task of picking colors for the room in question is 
greatly simplified. 


THEY PRACTICE WHAT THEY PREACH 


@ FOR A LONG WHILE NOW, the Du Pont 
people have been emphasizing the value of 
their Color Conditioning principle for the 
office. Here is a story telling how they practice 
what they preach, in providing scientifically 
tested color environment for their own offices 
and their office building tenants. 


Models, scaled down, of typical office areas 
are used to demonstrate the effects attainable. 
Reversible walls and rugs in the models permit 
the test combination of numbers of colors to 
attain the most satisfactory results. 
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Why file so much so long? 


By Leta J. Stroben 


Manager, Systems Division, 


The Globe-Wernicke Co., New York 


Vice-president of public relations 
Office Executives Association of New York 


ABOUT THE AUTHOR 


LETA J. STROBEN has been with the Globe- 
Wernicke Co. since 1944 and is manager of the 
Systems Division of the New York branch. 
Prior to this, Miss Stroben was with the Amer- 
ican Locomotive Co. as its general file super- 
visor in charge of reorganizing and centralizing 
records. She was head of the Files and Library 
Bureau of the National Board of the Y.W.C.A. 
and supervisor for the records of Esquire, Inc., 
in New York, after transferring from their 
Chicago office. 

Miss Stroben is vice-president in charge of 
public relations for the Office Executives As- 
sociation of New York, the New York Chapter 
of NOMA, She has been a director of that 
chapter since 1947. As a past president of the 
Records Management Association of New York, 
her interests in that association have been con- 
tinuing and active. She has been an instructor 
in filing and records management for courses 
held by the association, as well as conducting 
a series of classes for Globe-Wernicke. 

She is also a member of Altrusa Internation- 
al, American Management Association, Society 
for the Advancement of Management, and the 
National Federation of Business and Profes- 
sional Women. 

The article herewith is from a recent address 
before the Albany, N. Y., chapter of the National 
Office Management Association. 


TO ME, there could be three rather facetious answers 
to the question—“Why file so much so long?” 

One, you have space available to continue to house 
all records so you can avoid the issue completely; two, 
in the press of every-day business there is no time to 
adhere to what is erroneously called the “theoretical 
niceties” of a records retirement program, or three, 
because few people see the immediate dollar resulting 
from such a program, no one particularly wants to 
launch the undertaking. In other words, it is a chore, 
and an evil to be put off as long as possible, and this 
is usually longer than is reasonable or practicable. 
And on the day that you are inundated by papers you 
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will feel less kindly toward thoughtful planning—at 
a time when it is desperately needed. 

Very simply, your records are kept to yield informa- 
tion in the case of a law suit and to serve as history. 
The length of retention is governed by law (for con- 
tracts, taxes, social security, etc.) and by usage—your 
requests for old files. It is in the latter area that there 
is a rich lode of “pay dirt.” 

I am going to assume that you have developed be- 
yond the stage of my answers and are ready to look 
at the facts of life, as they concern records manage- 
ment. C. O. Libbey of TVA says that “records man- 
agement is coming to mean the planning, organization, 
control, and coordination of all records of a company 
or institution: their creation, their current utility, 
and their orderly disposal. In brief, filing was a job 
for the file clerk, but records management is a job for 
the office executive.” 

Authorization and genuine support—not just lip 
service—by top management is essential to the success 
of such a program. There are varied ideas as to where 
the program should fit in the organization structure— 
whether under the secretary, the controller, the office 
manager, a department manager, or the administrative 
assistant to the president. The program under the 
office manager occurs most frequently when there 
has been centralization of files. I agree thoroughly 
with Vera Avery, well-known records consultant of 
Chicago, when she said at the Office Week Forums 
session conducted by the Records Management Asso- 
ciation in 1949, that “the result is dependent entirely 
upon the ability, training, and personality of the office 
manager” and “that the records program must be 
placed at a high enough level in the organization 
to permit it to function as an over-all program, and, 
what is more important, to be able to get top man- 
agement policy decisions and planning.” 

I know from my own experience that difficulties 
occur unless the program is an independent unit 
which is divorced from the taint of departmental re- 
strictions, ideas, and politics. It must cross-cut the or- 
ganization, for records are the common denominator 
peculiar to all departments. 

So much for the authority. Now, what can be real- 
ized from such a program? The National Stationery 
and Office Equipment Association in a 1951 study 
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Miss Stroben at her desk 


shows the annual cost of operating a typical file, using 
a four-drawer letter file (and assuming one clerk 
operates twelve cabinets) as: 
Annual 

Cost Percent 

Salary of file clerk 
at $40 a week 

Floor Space of 5Y% feet 


- q ~f07 
$173.33 79-76% 


at $3 .. rere 16.50 7.59% 
Supplies at $5 per drawer 20.00 9.20% 
Cabinet amortized 

over 10 years . Rca cuge 7-50 3-45% 

Total Cost $217.33 100% 


Overhead charges for such things as management, 
maintenance, operating space, miscellaneous equip- 
ment, and taxes are omitted from this estimate, so it 
is quite conservative. 

Ernst & Ernst, the accountants, prepared some fig- 
ures about ten years ago that showed the cost of a 
four-drawer file (which contains about 16,000 papers) 
to be divided as: 


re bese aeile eee ee 
Overhead .......... weery TT 23.34 
MD 5.2 < hubs v dice enn veges 4.00 
WI cone edn awe dh dar eans beonsies 19.61 
ere Pere: rere ye 14.62 
Rental value of space ............ 34.08 

ee rere Soe mae $329.21 


OFFICE MANAGEMENT AND EQUIPMENT 


Or about $20.52 per 1,000 papers. 

These are just two sets of statistics about costs of 
operation. The fact that the accountants’ figures are 
ten years old is really alarming, for just the one item 
of depreciation—$4.00 against today’s $7.50—truly 
points up the fact that the job of office housekeeping 
is expensive. 

Another way of looking at statistics is to figure how 
much it costs you to prepare your letters. About one- 
third of a file drawer, which holds 4,000 papers in 
addition to the necessary guides and folders, consists 
of carbon copies of correspondence originating in 
your firm. The same association calculates that go 
cents is the cost of a typical letter, and that these 
1,330 carbon copies cost $1,187 to prepare, on a four- 
drawer investment of $4,748! 

Does this help to convince you that it is not theor- 
etical to launch a dollar-saving records program? 

Where do you start? To quote Don Quixote, 
“Make it thy business to know thyself, which is the 
most difficult lesson in the world.” An inventory of 
your records is the only safe and accurate basis on 
which to build a records disposal plan. The inventory 
cards or sheets should describe the record specifically: 
its number if it is a form, the volume, the number of 
years active and inactive, the department of origin, 
the use, the number of copies made—all the pertinent 
details. I prefer working with cards because of their 
flexibility in future processing. 

From this working tool you can indicate the classi- 
fication of your records according to the National 


(To page 72) 
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Dreyfus & Co. set new pace for 


Maria Bergson and Jack Dreyfus, Jr., examine a blueprint of his company’s offices. 


By ROBERT F. FINEGAN 


“IT’S NOT A REVOLUTION, it’s an evolution,” 
said Maria Bergson, young, talented, and internation- 
ally known designer, as she waved her hand around 
the new glass and walnut offices of the Stock Exchange 
firm of Dreyfus & Co., at 50 Broadway, New York. 

To those accustomed to outmoded, stuffy, poorly 
lighted stock exchange company rooms, the modern, 
air-conditioned, skillfully illuminated Dreyfus offices 
may well have seemed like a revolution. But Miss 
Bergson declared firmly that it was a natural and 
much needed evolution. 

“There is nothing radical in the decor or function- 
alism,” she added, “But I did place the emphasis on 
practicality.” 

Jack J. Dreyfus, Jr., 37-year-old senior partner of 
the New York firm, set the keynote of the plan. He 
instructed Miss Bergson that his customers’ brokers 
should receive the best possible facilities and that the 
executive offices should be considered of secondary 
importance. 

Starting with the board room, which Mr. Dreyfus 
feels is the heart of any brokerage firm, Miss Bergson 
made it the focal point of her plan. It was located 
on the Broadway side, in the most desirable portion 
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of the space, and the entire office was built around it. 
As one steps out of the elevator, the room is imme- 
diately apparent, separated from the bank of elevat- 
ors by only a small reception area. 

Said to be the largest board room in the Wall Street 
area, it appears to be even larger than its 2,387 square 
feet. Because of the unusual depth of the room, spe- 
cial over-size tickers for stocks, bonds, and news were 
placed on the board, Astute use of the large glass 
panels, which separate the board room from the pri- 
vate offices on either side, permit the occupants of 
these rooms to read the quotations on the board while 
maintaining the privacy of their individual offices. 
This glass also gives the board room considerable 
daylight from the Broadway windows and adds to 
the illusion of space and airiness in the office as a 
whole. 

In addition to providing efficiency, comfort, and 
pleasant working conditions, Mr. Dreyfus asked Miss 
Bergson to achieve customer convenience, reduce 
crowding, and provide for the expansion of such 
departments as the research department, municipal 
and corporate securities department, Dreyfus Fund 
department, and others. 
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Dreyfus & Co.’s board room and reception area 


stock brokerage offices 


The first problem attacked was to kill the noise 
generally present in large board rooms. Accordingly, 
the ceiling was dropped and rebuilt of special acousti- 
cal tile. Rubber-backed, sound absorbing carpeting in 
a two-tone grey was laid on the floor. Gayly colored 
cushions and seat covers were placed on chairs. 

The lighting was a subject of special study. Fixtures 
were recessed three inches deeper than they are ordi- 
narily hung in order to cut down surface brightness 
which otherwise would cause visual disturbances and 
interference to the men viewing the Teleregister 
board. 

To screen the distracting view on the Broadway 
side and at the same time to permit maximum day- 
light for those private offices, together with a pleas- 
ant atmosphere, modern vertical screens of split- 
bamboo were selected. The split-bamboo treatment 
was also used in the board room to surround two 
columns, in the reception area and against two walls, 
thus tying in the use of this contemporary material. 
It is particularly effective in contrast to the rich 
walnut paneling on the other walls. 

For the private offices that flank the board room, 
a multi-colored wall treatment was used as part of 
the functional and decorative approach. Based on 
the fact that a contrasting color on one wall in any 
given office rests the eye and, by absorbing rather 
than reflecting sunlight, cuts down on the glare of 
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sunlight, the offices on the Broadway side all have 

one contrasting wall. To individualize them they were 

painted different colors. Thus a customer-conference 
(To page 70) 


Mr. Dreyfus’s office. 
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ONE 
YEAR 
LATER 


Executives of firms whose offices were 
honored in 1950 “Office of the Year’’ 
Awards tell how offices have 


stood up to test of use 


HOW HAVE THEY WORKED OUT? 


e@ THE first annual “Office of the Year” 
Awards to be made by Office Management & 
Equipment went last year to the offices of John 
Hancock Mutual Life Insurance Co., Boston, 
and Philip Morris & Co., Ltd., New York. 
Honorable mention went to the offices of Gen- 
eral Petroleum Corp., Los Angeles; Mutual 
Life Insurance Co. of New York; Cresap, Me- 
Cormick & Paget, New York; and First Federal 
Savings & Loan Association, Chicago.. 


How have these winning offices worked out 
in actual use? Now, a year after the Awards 
were made, Office Management & Equipment 
has asked top executives of the offices for in- 
formation on this point and presents their 
comment herewith. 


Watch for the October issue, featuring the 
winners of the 1951 Awards. 


as OFFICE MANAGEMENT AND EQUIPMENT 


Last Year’s 


“Office of the Year” Award winners 


John Hancock Mutual Life 


THE OFFICES of John Hancock Mutual Life In- 
surance Company in Boston, which won the 1950 
“Office of the Year” Award in the classification of 
offices having more than 500 employees, are giving 
great satisfaction, officials of that company report. 

Cram & Ferguson, Boston, were architects for the 
offices. 

Working conditions here are felt to be outstandingly 
good, involving as they do the use of just about every 
modern facility. Particularly pleasing to employees are 


. the air-conditioning, attractive and comfortable lounge 


areas, and reasonably priced lunches. 

The air-conditioning system comes in for especial 
praise. 

“During the hot summer months management no 
longer must consider the problem of sending people 
home on the several extremely hot, humid days en- 
countered during this period,” says Robert P. Kelsey, 
John Hancock vice-president. “This factor alone has 
saved the company many thousands of dollars and has 
prevented various departments from getting behind 
in their daily operations. In the past, an early closing 
meant harder work the following day and, naturally, 
strain on the people concerned. 
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Publie relations value of new offices rank high 


“Prior to moving into the new building, during the 
hot summer days sometimes as many as twenty-five 
people reported to the dispensary feeling dizzy or 
faint, because of the weather. This situation air-con- 
ditioning has eliminated. 

“Another benefit obtained from the air-conditioning 
is that the even temperature it provides has helped 
increase the efficiency of many of the company’s 
machines which use oil base inks. ‘These machines 
were formerly apt to break down in extremely hot 
weather and congeal in cold.” 


Philip Morris & Co. 


IN HIS OWN MODEST OFFICE, which lends itself 
to dignity without gaudiness and to a warm friendli- 
ness without stuffiness (an atmosphere which prevails 
throughout the national headquarters of Philip Morris 
& Company), Alfred E. Lyon, board chairman and 
chief executive officer, reflected upon his company’s 
eighteen months in its new offices at 100 Park Avenue, 
New York. These offices won the 1950 Award in the 
classification of offices having less than 500 employees. 

“The office layout,” he said, “was conceived and 
carefully planned in accordance with the company’s 
basic philosophy that ‘people make a company,’ and, 
‘to be a success, a company must maintain and demon- 
strate a wholesome respect for human dignity, whether 
it be that of a customer, an employee, a stockholder, 
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or a business associate.” In collaboration with our 
architects, Kahn & Jacobs, and our industrial designer, 
Egmont Arens, we stressed the importance of an ar- 
rangement and a decorative scheme which would 
provide: 
(1) a general feeling of working together; 
(2) a free and friendly entry for visitors; 
(3) a minimum of private offices—but with ample 
conference rooms; 
(4) unobstructed daylight throughout; 
(5) cheerful color schemes; 
(6) a natural and orderly work-flow between de- 
partments; 
(7) an ‘everyday’ Board Room. 
“Briefly, our aim was efficiency, but efficiency com- 
bined with friendliness and informality. 
“The absence of a lot of private offices, dull corri- 
dors, and departmental partitions—a relatively new 
concept for a business office—allows for a maximum 
of air and light. These factors combine to produce 
optimum working conditions which have contributed 
so much to the comfort, cheerfulness, and well-being 
of our staff. At the same time, this type of layout has 
permitted a maximum utilization of floor space. Traf- 
fic between departments has been reduced to a mini- 
mum and the time formerly wasted in traveling 
through a maze of hallways between departments is 
now put to profitable use. 
(To next page) 
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“Further, Philip Morris finds itself expanding rap- 
idly in a business world which becomes more complex 
daily. The need for enlarging, consolidating and 
creating departments to meet the challenges in an 
efficient manner is ever attendant. Necessary intra- 
office moves are accomplished with a conspicuous ab- 
sence of noise, confusion, and delay of operations 
which would ordinarily result from the tearing down 
and erecting of departmental partitions. 

“Our lunch and recreation room provides a pleasant 
place for our staff to have a leisurely meal and a little 
relaxation in a modest lunch period. There exists no 
rush, confusion, waiting in line, or bolting of food 
because of midtown lunch-hour crowds and tardiness 
resulting therefrom. 

“Since the announcement by OrricE MANAGEMENT 
AND EquipMENT that Philip Morris had been selected 
as an ‘Office of the Year’ Award winner for 1950, 
hundreds of people from all over the country have 
been interested enough to come by for friendly visits 
and a tour of our office. Among these visitors have 
been architects, representatives of industrial firms 
and banks contemplating new offices, industrial de- 
signers and builders, as well as visitors from foreign 
countries, and our customers find Philip Morris a 
friendly place to do business.” 

And then, with a twinkle in his eye, Mr. Lyon indi- 
cated that even his hard-boiled directors made de- 
cisions quite easily sitting in comfortable chairs in 
their board room, which is used as an everyday con- 
ference room, and which is a far cry from the usual 
austere and formal board rooms which are reserved 
for “state” occasions only. 

“So you see,’” Mr. Lyon concluded, “we pride our- 
selves on being known as a human company, and one 
which hopes to leave no stone unturned in respecting 
human dignity in all walks of life. We are accom- 
plishing this, however, without any loss of efficiency, 
which is so essential in industry and in our nation 
today. 

* * * 


General Petroleum Corp. 


“THE ONE WORD which answers the question of 
how our office has worked out in terms of its contri- 
bution to general working conditions and increased 
employee efficiency and morale — is ‘excellent,’ says 
the General Petroleum Corporation, whose offices in 
Los Angeles, designed by Welton Becket & Associates, 
won Honorable Mention in the 1950 Awards. 

“Our employees are universally pleased with the 
facilities in the General Petroleum Building. They 
seem to take a considerable amount of pride in the 
building itself and have so publicized the building's 
comfortable features to friends working in the down- 
town Los Angeles area that several other buildings 
have seen fit to install improvements similar to those 
in the General Petroleum Building. 

“A considerable portion of our building is rented 
out. We have found our tenants universally enthusi- 
astic about the building. ‘They tell us that their em- 
ployees also are very well pleased. 

“From a dollars-and-cents point of view, we have 
found that the cost of operating the building during 
the year 1950 compared favorably with cost averages 
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accumulated for buildings in this area by the National 
Association of Building Owners and Managers. 

“Employee morale, of course, is a difficult thing to 
measure. So many factors influence it, too, that it 
would be impossible to accurately measure the in- 
fluence of anyone of them, but one factor may interest 
you in this regard: 

“In our previous location, our personnel interview- 
ers handled about 18 applicants a day. Sifice we have 
been in the General Petroleum Building, the appli- 
cants have numbered between 60 to 7o a day until 
the last few months, when the number dropped to 
about 45 per day. 

“You may be aware that there is an acute shortage 
of trained office help in this area and that many com- 
panies are running daily ads in an effort to get enough 
people to carry on the business. Though our turnover 
in office help is very low, we are quite pleased at the 
fact that we are able to have a broad selection of job 
applicants from which we can choose. 

* * * 


Mutual Life Insurance 


THE NEW HOME OFFICES of the Mutual Life 
Insurance Company of New York, which won Honor- 
able Mention in the Awards last year, have been in 
operation a little more than one year now. ‘That is 
probably too brief a period in which to arrive at 
decimal-point conclusions about long-range benefits, 
the company points out. The plans and purposes 
of the new building for which Shreve, Lamb & Har- 
mon, of New York, were architects, focused on ex- 
pected cumulative results and savings over a long 
period of years ahead. 

However, indications are that production costs can 
be cut about 20 per cent and maintenance expenses 
reduced more than 25 per cent, compared with opera- 
tions in the company’s former 60-year-old quarters at 
34 Nassau St., New York. A number of other benefits 
are noted by the company. 

Working conditions for employees have improved 
immeasurably. Efficiency and morale have increased 
accordingly. ‘The company is able to do more for 
its policyholders in a more efficient way and on a 
less costly basis. 

The building has increased the company’s attrac- 
tiveness as a good place to work. The company, there- 
fore, has a bigger and better selection of applicants 
from which to recruit qualified personnel when they 
are needed. 

While absenteeism has never been a big problem for 
the company, the new building, with its many facili- 
ties for the health and comfort of employees, gives 
greater assurance that absenteeism problems can be 
solved as they arise. The new building also assures 
a continued low level of personnel turnover. ‘That 
is an important matter at all times, but Mutual’s ad- 
vantage is particularly significant now when many 
business firms are losing employees to defense work. 

The desk-side coffee service (reported on in last 
month’s issue of this magazine) has enabled the com- 
pany to recapture time that was formerly lost when 
employees left their desks to go outside the building 
for a “second breakfast.” 

(To page 50) 
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Exhibit space sales up 
at 1951 National Business Show 


WHILE SOME MANAGEMENT EXECUTIVES 
are reportedly of the opinion that there will be very 
little available in the way of new office tools because 
of the demands made upon the office machine and 
equipment industry by the defense program both for 
the industry’s regular products and items of direct 
military need, key officials in many companies have 
revealed that they plan to show new equipment at 
the National Business Show to be held October 22nd- 
27th at the Grand Central Palace in New York. Space 
sales are approximately 40 percent greater than last 
year, according to Rudolph Lang, managing director 
of the Show, who says that increased space require- 
ments is one of the first indications of an aggressive 
selling attitude toward a market on the part of a 
manufacturer. 

In some few instances of course, he points out, 
manufacturers are definitely unable to schedule orders 
for immediate delivery but they do recognize the fact 


that many firms of national importance are now plan- 
ning realignment of their office functions so that they 
will be ready to make changeovers just as soon as they 
can be certain that the required equipment is avail- 
able to them. This is confirmed, he says, by an infor- 
mal survey of leading companies who make their buy- 
ing headquarters in New York. 

While many manufacturers plan to introduce new 
models at the National Business Show, there is a 
definite trend throughout the industry to maintain 
the tempo of sales effort to insure full production 
despite a lack of new models or any possible change 
in the situation both as to materials and manpower. 

Unlike many industries, Mr. Lang says, there have 
been no great number of new domestic companies en- 
tering the office machine and equipment field this 
year. However, there has been a definite swing 
towards broadening the lines of machines or equip- 

(Turn to page 44) 


Among the exhibitors at the Show 


As listed by the show management at press time for this issue 


Addo Machine Company, Ine. 
Algene Marking Equipment Co. 
American Automatic Typewriter Co. 
American Perforator Co. 
American Photocopy Equipment Co. 
Russell Ernest Baum 

Bircher Co., Inc. 

Boardmaster Visual Control 

Cole Steel Equipment Co. 

J. J. Connolly 

Ralph C. Coxhead Corp. 
Cummins-Chicago Corp. 

Davidson Corp. 

Denominator Co. 

Diebold, Inc. 

Ditto, Ine. 

Duplicator Corp. 

Eastern Duo-Fast Corp. 

Elliott Addressing Machine Co. 
Facit, Inc. 

Fax Copy Corp. 

Ferris Business Equipment, Inc. 
Friden Caleulating Machine Co. 
General Photo Products Co., Ine. 
Globe-Wernicke Co. 

Graphic Microfilm Corp. 
Graphic Systems 

Graphic Visual Controls 

Guide System & Supply Co. 


Harris-Seybold Co. 

Hush-A-Phone Corp. 

Kellogg Switchboard & Supply Co. 
Korda Industries 


Le Febure Business Equipment 
Lightning Letter Opener/Sealer 


Linguaphone Institute 
Michael Lith Co. 
Michael Press 


R. J. Ludlow, Jr. 

Magnetic Recording Industries 
Harold M. Mannheimer Organization 
Marchant Calculating Machine Co. 
Master Addresser Co. 

Mayhal Photocopy Corp. 

Mimeo Manufacturing Co. 
Minnesota Mining & Mfg. Co. 
Monroe Calculating Machine Co. 
P. O. Moore, Inc. 

Mosler safe Co. 

New York Telephone Co. 

Office Management & Equipment 


Office Publications Co. 
Ohmer Corp. 


Oxford Filing Supply Co., Ine. 
Ozalid Div., General Aniline & Film 


Corp. 
Pace College 
Paillard Products, Inc. 
Payroll Tax Service 


Payrollmaster 

Peirce Wire Recorder Corp. 
Permoflux Corp. 

Pronto File Corp. 

Queen Ribbon & Carbon Co. 
Radio Corp. of America 

Rand McNally & Co. 

Recordit Corp. 

Rex Rotary Distributing Corp. 
Rex-O-Graph, Ine. 

Robotyper Corp. 
Rockwell-Barnes Co. 

Safeguard Corp. 

Sanford Electronics Corp. 
Simplex Time Recorder Co. 
Speed Products Co., Inc. 
Standard Business Machines Corp. 
Standard Duplicating Machines Corp. 
Sunroc Co. 

Swift Business Machines Corp. 
Telephone Sales & Service Corp. 
Tiffany Stand Co. 

Times Facsimile Corp. 

Van Hawk Sales Co. 

Varigraph Company, Ine, 
VisiRecord, Inc. 

Wassell Organization 

Weber Addressing Machine Co. 
Webster Chicago Corp. 
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For use and 
demonstration 


Office of Charles A. Upson, chairman of the board 


OFFICE MANAGEMENT AND EQUIPMENT 


ca 


Peeee P PVRRES ESET 


President W. Harrison Upson, Jr., in his new office talking with Averill E. Calver, 
director of advertising and public relations. 


EFFECTIVELY demonstrating both the adaptability 
and attractiveness of company products and the prac- 
ticability of applying functionalism and modernism to 
business offices in the industrial field, the Upson 
Company, manufacturer of laminated wood fibre 
board panels, has remodeled and redecorated its main 
offices at Lockport, N. Y. W. Harrison Upson, Jr., 
president of the company, originated the moderniza- 
tion program and the offices were designed by Walter 
Dorwin Teague, one of America’s leading industrial 
designers. 


Completely functional in purpose and modern in 
every detail, the new offices reflect the objectives set 
forth by Mr. Upson, who was motivated by the need 
to provide attractive demonstration offices for showing 
installations and applications of the company’s prod- 
ucts as well as to utilize waste space, create more of- 
fices for additional personnel, and suggest product 
uses and interior decorating ideas to the hundreds 
of visitors, salesmen, contractors, dealers, and others 
who visit the mill and offices each year. 


Upson Strong-Bilt full-wall waterproof panels have 
been used throughout the offices in a number of dif- 
ferent ways on the walls and ceilings and for light 
boxes, sliding wall panels, window valances, radiator 
enclosures, and storage and filing cabinets. Some 
walls are curved, others have special molding treat- 
ments and all demonstrate the versatility of the prod- 
ucts. Two ceilings are covered with Upson 12-inch 
tiles. Several other company products in the experi- 
mental stage were utilized in the remodeling project. 
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Another view of the office of President Upson 


When Mr. Teague and Robert Jordan Harper, 
associate architect on his New York staff, visited Lock- 
port to confer with Mr. Upson, the latter outlined his 
ideas and objectives for the project. Mr. Upson recog- 
nized the fact that the old offices were not representa- 
tive of the company’s newer products and _ that, 
furthermore, the offices were dated and old-fashioned, 
although they were considered the last word in ele- 
gance when designed by Carl Schmill and decorated 
by Paul Streich of Buffalo twenty-five years ago. 


With the expansion of its personnel, the company’s 
offices were somewhat crowded and much floor space 
was wasted. The need for additional offices was ur- 
gent. The problems Mr. Upson laid before Mr. 
Teague were further complicated by the rather un- 
usual wedge-shaped floor plan of the offices. 


A completely contemporary setting was designed 
by Mr. Teague and his associates to retain the warmth 
and comfort of the old offices while emphasizing color 
and beauty of line. Functional plans called for the 
relocation of virtually every office and department. 

The president’s office was moved into the apex of 
the triangular building and from this focal point of 
interest, the designer sketched a series of walls fanning 
out in concentric circles. Within the space formerly 
occupied by nine offices and the board of directors’ 
room, Mr. Teague provided fourteen new offices, an 
attractive reception lounge, board of directors’ room, 
and a conference room-library. 

When the plans were approved, President Upson 
turned the project over to James J. Upson, adminis- 
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trative vice-president and secretary, who handled the 
problems which arose in connection with the plan- 
ning, decorating, and furnishing details. He was as- 
sisted by Lasa E. Keeler, technical sales manager. 
The general contract was awarded to the C. C. 
Bremer Construction Co., Niagara Falls, N. Y., and 
sub-contracts were let to the H. C. Mapes Corp., 


Office of James J. Upson, administrative vice-president 
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‘Lockport, N. Y. for the plumbing and heating, and 


to the Rohrer Electric Co., Niagara Falls, N. Y. for 
the electrical work. Jacob F. Schiavo represented the 
Teague office as construction engineer on the proj- 
ect, which was done on a cost plus fixed fee basis. 
While giant-size panels, which measure 8 feet in 
width and come in lengths up to 18 feet, were in- 
stalled in most of the new offices, the company’s 
smaller panels, which are 4 feet wide and available in 
lengths up to 16 feet, were used for artistic paneling 
in several instances. Use of the “Floating Fastener” 
made by the company which anchors the panels from 
behind, eliminated visible nails and nail holes and 


avoided face nailing on the full-wall panels. ‘The ma- 


jority of the panels were painted in decorator’s colors 
ranging from eye-rest green, sea foam green, strato- 
sphere grey, cascade blue, rose tan and sand for walls 
to sun tone, softone white, and Chinese red for the 


ceilings. 


Rift oak veneer was laminated to the panels before 
they were applied in the office of Charles A. Upson, 
chairman of the board, and modern wallpaper patterns 
were used on one side wall in three other offices. A 
white and yellow abstract pattern on a grey back- 
ground was used in the office of J. J. Upson, while a 
gay French motif, and an all-over leaf design were 
applied in two secretarial offices. 


INDIVIDUALLY DESIGNED 

Each office was designed and decorated individually 
to serve the special needs of company executives, de- 
partment heads, and the administrative staff. Sombre 
color schemes, heavy draperies, dark office furniture, 
overstuffed lounges and chairs, Oriental rugs, glazed 
French doors, and hand-wrought lighting fixtures 
completely disappeared. 

Instead, there are natural rift oak desks and chairs, 
including President Upson’s desk which was especially 
designed for him by Mr. Teague. Light metal desks 
and chairs are used in several offices. Flush ceiling 
fixtures with fluorescent tubes for accurate rendition 
of the color schemes and recessed directional spot- 
lights have supplanted the overhead hanging lights. 
Vents for the new air circulating system are concealed 
in the recessed spotlights. 

Venetian blinds and colorful print draperies have 
replaced window shades and heavy curtains, floors 
have been recovered with wall-to-wall carpeting in 
soft solid colors, and rubber tiles have been laid in 
the hallways and reception lounge. 

Unusual and interesting uses of cove lighting are 
distinctive features of several rooms. ‘The board room 
has a free-floating ceiling with concealed edge lighting 
and flush-set fluorescent fixtures. In the president's 
office, long hanging light boxes containing concealed 
fluorescent tubes supplement the directional spotlights 


~ set in the ceiling. 


Visitors encounter a homelike atmosphere in the 
reception lounge, which blends an attractive and com- 
fortable grouping of furniture with a display of com- 
pany products. 

Among the suppliers for the new offices: 

Furniture-chairs by Jens Risom Design, Inc., and 
Lehigh Furniture Co., New York, and J. G. Furniture 
Co., Inc., Brooklyn, N. Y.; desks by Alma Desk Co., 
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High Point, N. C. (Softone Oak, Standardizer, Spe- 
cial, supplied by Clark & Gibby, New York), Metal 
Office Furniture Co., Grand Rapids, Mich., supplied 
by Eagle Supply Co., Buffalo, N. Y.; tables by Cen- 
tury, Ltd., Advance Design Co., New York. Other 
furniture by Juno Woodworking Co., Maspeth, L. L., 
N. ¥. 

Chair fabrics by F. Schumacher & Co., New York; 
carpeting, Bigelow-Sanford Carpet Co., New York; 
dictating machines, Dictaphone Corp., New York; 
drapery fabrics, Konwiser, Inc., and Greef Fabrics, 
Inc., New York; floor tile (rubber), Armstrong Cork 
Co., Lancaster, Pa., supplied by Contract Carpet 
Corp., New York; fluorescent lighting by Gotham 
Lighting Co., New York; intercommunication system, 
by Webster Electric Co., Racine, Wis.; Venetian 
blinds, Flexalume Blinds supplied by the Carl Co., 
Lockport, N. Y.; Ventilation system, Staxausters by 
Champion Sales Co., New York. 


Business Show 
(From page 41) 


ment offered. Although they will not be numerous, 
1951 will see more new items which have been in the 
process of development than in any year since the 
close of World War II, despite the difficulties of mate- 
rial shortages that the industry is encountering. In- 
creased office work loads and the shortening of man- 
power, Mr. Lang adds, are a secondary impetus to 
manufacturers who are seeking ways and means of 
serving industry better with better tools for office 
work. 
OFFICE WEEK FORUM 

The Office Week Forum, a symposium of the latest 
thinking in all segments of the office management 
field and of late years one of the main features of 
the week-long National Business Show, will be under 
the direction this year of J. Arthur Grundy, of Rem- 
ington Rand, Inc. The 1951 theme, “Manpower, 
Machines, and Methods,” will be accented by the 
technical talks to be given by authorities on every 
segment of the office management field. 

The associations working with the Office Execu- 
tives Association of New York, sponsor of the Show, 
and the National Business Show itself, will each spon- 
sor one of the sessions of the Office Week Forum. Mr. 
Grundy announces that the over-all purpose of the 
Show, that of correlating the latest developments in 
the equipment field with the needs of business and 
education, will be furthered by these sessions and by 
extensive educational, non-commercial exhibits which 
will graphically demonstrate the accomplishments and 
possibilities for management. 


PARTICIPANTS 

Associations participating are the Business Educa- 
tion Advisory Council, Just-One-Break Committee, 
National Association of Cost Accountants, New York 
Personnel Management Association, Records Manage- 
ment Association, Systems and Procedures Association 
of America, and the Transcription Supervisors Asso- 
ciation. 
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i MICROFILM RECORDS FROM KANSAS 
al flood areas were saved recently with the help of milk 
n- cans, wash tubs, and any other container that would 
to hold water. Banks, railroads, industries, retail stores, 
f and all manner of business firms using microfilming, 
o were advised by the Kansas City branch of Recordak 
ce Corp., subsidiary of Eastman Kodak Co., Rochester, 
N. Y. to put their microfilm rolls under water even 
after they were salvaged from the flood and send 
them to the Recordak Laboratories. Where leak- 
st proof containers were not available, bushel baskets, 
nt boxes, and wastebaskets were used to transport the 
of film to the Recordak processing station. When re- 
ceived this way, the film was immediately put to 
ler soak in water to await washing and drying. The rolls OFFICE MORALE 
m- of 16mm. film are contained in individual cardboard was the topic of discussion at this session of the 
boxes for filing convenience. Every one of these Columbia (Mo.) Chapter of the National Office 
er, boxes, salvaged with the film, was dried and returned Management Association's Third Annual Institute. The 
he with its roll of film, on a new reel, and in a new file two-day meetings, held at Stephens College, encom- 
ry box. Thus, these valuable business records, numbering passed such topics as: "How to Reduce Rising Office 
my in the millions, could be checked for storing in their Costs", "Better Supervision", and "Selecting Office 
orginal sequence. One bank in the flooded area sal- Employees”. 
“u- vaged over two thousand rolls of microfilm records 
. of checks and bank statements. A large industrial 
hed plant salvaged over twelve tubs of film rolls. All of 
»n- these records, except for a few images on the outer 
Ir. layers of the film rolls, are reported to have been 
I restored in good condition and with original legi- 
ne bility. Recordak operated its Kansas City processing 
in station twenty-four hours a day, seven days a week, 
to handle the salvaging work. During this period, the 
nd 
“a ‘ processing of current film records was shifted to the 
oY Chicago office, using air freight for fast service. All 
ich Recordak Microfilmers damaged in the flood are be- 
nd ing renovated. Cusiomers are using replacement ma- 
| chines during this period. 
RECORD DELIVERY 
-— of defense order thirty-six days after advice of con- 
tract award, the SoundScriber Corp., New Haven, 
ee, Conn., manufacturers of electronic disc dictating and 
ork recording equipment, has begun shipment of machines 
for the Department of Defense. Shown here is a 
Bc partial shipment of some of the recording devices 
ion to fulfill a contract awarded in June. Looking over 
3SO- the shipment are, left, John P. Karabinos, Defense 
Department Inspector, and John Hopkins, chief of 
SoundScriber's inspection department. 
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NOMA 1951 GEYER AWARD 


went to the Long Beach, Calif. chapter of the Na- 
tional Office Management Association. The $100 
award goes annually to that Noma chapter with the 
highest membership maintenance percentage for the 
past year. Since two other chapters, Beaumont, Texas, 
and South Bend, Ind., had tied Long Beach, each with 
100 per cent membership maintenance, the check 
went to the coast unit by reason of its 67.64 percent 
gain in new members. On hand at the presentation 
were, from the left: John McQuilxen, San Diego, 
associate director of Noma's area 11; Frank Mellroy, 
Noma vice-president; Monroe Hubbell, past president 
of Long Beach chapter; W. B. Strohm, San Jose, 
national director; and Vito Romans, president of the 
Long Beach chapter. 


ELECTRIC DEODORIZER 


designed to replace unwanted odors with just a hint 
of fragrance of the owner's choice is new from the 
Linda Manufacturing Co., 226 Lafayette St., New 
York. Called "Select-aire’ the new unit is attached 
to any wall or shelf and is plugged into the nearest 
outlet.: A du Pont-manufactured fragrance disc is 
available in a variety of scents, including “carnation 
aire," “pine aire," “ozone aire," “evergreen aire,” 
and C-5 “floral aire." In constant operation, the 
fragrance disc will last for about thirty days, it is 
said. The unit weighs only two pounds, measures 
7'/p x 42 inches. Operating on 115 volts, AC, the 
unit comes in ivory, gray, or maroon. 


FLOOR CLEANER 


and deodorizer is “Emerel," latest maintenance prod- 
uct to come out of the world-famous Research Tower 
of Johnson's Wax, Racine, Wisc. The product was 
especially formulated to eliminate the scrubbing in 
cleaning terrazzo, marble, ceramic tile and vitreous 
tile found in corridors and lobbies. It is used to clean 
rubber and asphalt tile, linoleum and wood, new types 
of plastic flooring, and other washable surfaces of 
oil, grease, ink, and rubber marks. The cleaner is 
available in I-gallon and 5-gallon cans and 55-gal- 
lon drums. 


NEW COPYING MACHINE 


has been announced by Charles Bruning, Inc., 100 
Reade St., New York. Known as Copyflex, the ma- 
chine, Model 20, has a 46-inch printing width with 
exposure speeds up to 95 inches per minute. It is a 
medium volume machine filling out the Bruning Copy- 
flex line of five other models ranging from the heavy 
volume "93" in the recently introduced office or 
secretarial Mode 12. The Model 20 requires no instal- 
lation, just a connection to a 60-cycle, 115-volt, AC 
line. Machines of 50- and 25-cycle also are available. 
Copies can be made on Copyflex sensitized paper, 
acetates, films, and cloths. They are said to be han- 
dled safely and conveniently under ordinary factory 
or office illumination, so no special lighting is needed. 
Dark rooms, developing trays, etc., also are unneces- 
sary, and, since no vapor developer is used there is 
no need for exhaust ducts or extra ventilation. 
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o~ 


NEARING COMPLETION 


is this new plant of the Frankel Carbon & Ribbon Co. 
at Denver, Colo. The structure will have more than 
40,000 square feet of space which will be devoted 
entirely to the manufacture of stencil paper and du- 
plicating supplies. The company's own specialists have 
designed the new machinery which will help make the 
new plant one of the finest of its kind. In addi- 


tion to the Denver address, Frankel maintains branches 
in Los Angeles, Detroit, and Chicago. Producers of 
Klean-Write products, which are sold throughout the 
world, the company has been in business since 1906 
and is one of the pioneers in the development of 
duplicating stencils, carbons, and ribbons, as well as 
allied products. 
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COLOR VISUALIZER 
helpful in planning and purchasing office furniture and 
furnishings, is available on loan from Yawman and 
Erbe Manufacturing Co., Rochester, N. Y. Many 
color combinations can be arranged with this device 
to see how an office will look when decorated in a 
variety of floor and wall coverings, draperies. The 
visualizer consists of an 8 x 934-inch acetate overlay 
photograph of an office interior minus these essen- 
tials, plus strips of faithful reproductions of authentic 
carpets or linoleum reproduced in color; also five 
basic colored drapes chosen for their accent value. 
The floor coverings are reproductions of either Alex- 
ander Smith carpets or Armstrong linoleum. Walls are 
actual swatches of du Pont wall paint. To use the 
visualizer, the office planner flips the color selections 
until the desired ones are on top; the overlay photo- 
graph is then placed in position; the result is a strik- 
ingly realistic representation of a completely furnished 
executive office in full color. To help select harmoniz- 
ing colors, there is a color chart with suggested com- 
binations for each set of furnishings with such rec- 
ommendations as "excellent," "good," or “discordant.” 


STAPLING MACHINE 


recently introduced by United Cutlery & Hardware 
Products Co., 108 East 16th St., New York, is of all 
metal construction and is said to be jam-free. Uses 
regular staples and has a removable tray on bottom 


for housing a substantial + of extra staples. 


Available in red and green trim, stapler is 534 inches 
long, 1/2 inches wide, and 2!/p inches high. Individu- 
ally boxed, stapler is list priced at $4. Has a six 
month guarantee. 
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MEN IN THE NEWS 


The Controllers Institute announces that Wayland 
Bowser, controller of the Blaw-Knox Co., Pittsburgh, Pa., 
has been elected president of the Pittsburgh Control. 


Wayland Bowser 


At the annual meeting of the organization’s Rochester 
Control, J. A. Trainer, vice-president and controller of the 
Commerical Controls Corp., was elected vice-president. 

Executives of office equipment manufacturing concerns 
who have been elected or re-elected directors of Institute 
local Controls in their respective cities include: Benjamin 
H. Askew, International Business Machines Corp., Endicott, 
N. Y. (Syracuse Control); Walter E. Ausenheimer, comp- 
troller, The McBee Co., Athens, Ohio, (Columbus Control) ; 
John H. Bossert, internal auditor, Dictaphone Corp., Bridge- 
port, Conn.; George Grickshell, controller, Addyessograph- 
Multigraph Corp., Euclid, Ohio (Cleveland Control); John 
F. McGovern, comptroller, Gray Mfg.Co., Hartford, Conn., 
and Fred R. Sullivan, Monroe Calculating Machine Co.. 
Orange, N. J. (Newark Control). 


Charles J. Nocar, E. F. Hauserman Co., Cleveland, was 
reelected president of the Acoustical Materials Association 
at the annual meeting of the group which was held recently 
in Colorado Springs, Colo. George W. Handy, National 
Gypsum Co., Buffaio, N. Y., was re-elected vice-president. 
Membership of the organization is composed of leading 
manufacturers of architectural acoustical materials. 


Walter R. Hewell has been named controller at Acme 
Aluminum Alloys, Dayton, O., the company announced 
recently. Mr. Hewell was formerly assistant controller for 
Eversharp, Inc., and plant accountant of their Middletwon, 
O. factory. A native Texan, Mr. Hewell is a member of the 
New York State Society of Certified Public Accountants, 
the American Institute of Accountants, Controllers Insti- 
tute, and the National Association of Cost Accountants. 


Felix R. Hulser has recently joined Goodall-Sanford, Inc., 
Sanford, Me., as manager of Mill “B” in that city, it is an- 
nounced by Elmer L. Ward, president of the company. 


Mr. Hulser has recently been associated with Cheney . 


Bros., Manchester, Conn., as superintendent of the pile 
fabrics division. Prior to this he was with the Rossie Velvet 
Co., Mystic, Conn., for ten years. As manager of Mill “B”, 
he will have charge of manufacturing of fabrics for the au- 
tomotive, furniture, and transportation industries, the an- 
nouncement stated. 


Harry A. Hillman, director of employment costs for the 
Westinghouse Electric Corp., Pittsburgh, received the Ly- 
brand Award certificate of merit for his “outstanding con- 
tribution to literature of industrial accounting during the 
years 1950-1951.” The certificates were awarded by the 
National Association of Cost Accountants during that or- 
ganization’s 32nd cost conference held recently in Chicago. 

The award was made to Mr. Hillman for his article en- 
titled “Administration of Pension Plans.” The award winner 
joined Westinghouse in 1923 and has held positions of in- 
creasing importance in the company’s accounting division. 
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Directors of the IBM World Trade Corp., wholly-owned 
but independently operated subsidiary of International Busi- 
ness Machines Corp., New York, recently elected John C. 
Folger of Washington, D. C., as a director. 

Mr. Folger is also president of Folger, Nolan & Co., Inc., 
Washington, and a director of several organizations includ- 


John C. Folger 


ing Burlington Mills Corp. and the Mayflower Hotel Corp. 

The board meeting preceded ceremonies dedicating a new 
IBM plant in Toronto in which the company’s products are 
being manufactured for Canada and for export. 


Ralph A. Nerrie has been named general sales manager 
of the Audograph Co. of New York. Announcement of Mr. 
Nerrie’s appointment was made recently by Walter E. Dit- 
mars, president of the Gray organization. 


Ralph A. Nerrie 


In his new post, Mr. Nerrie will supervise sales of the 
Audograph electronic dictating instrument in New York 
State, Eastern Pennsylvania, and New Jersey. Succeeding 
Mr. Nerrie as assistant general sales manager, is Lawrence 
E. Shea, who had served as manager of the firm’s Newark, 
N. J. office and as a regional manager. Mr. Nerrie joined 
the company in April, 1950. 


B. M. Stannard has been named manager of the Bing- 
hamton, N. Y. branch office of the Underwood Corp., 1 
Park Ave., New York, according to an announcement by 
W. F. Arnold, vice-president and general sales manager. 


Burroughs Adding Machine Co., Detroit, announces sev- 
eral new appointments of service managers in its branches 
throughout the country: Oscar F. Meyer at Baltimore; 
Lawrence B. Austin at Washington, D. C.; Herbert J. 
Baker at Binghamton, N. Y.; Frank R. Stuart at New Or- 
leans; James H. Heck at Cleveland; and Clarence A. Atack 
at the Richmond, Va. branch. 

Burroughs also makes known the appointment of Burl F. 
Poe as manager of its Grand Rapids, Mich. branch, and that 
of Adrian C. Kammeraad, who becomes branch service 
manager at Albany, N. Y. Mr. Poe succeeds J. P. Booz, 
who becomes manager of the company’s North Central 
region. 
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Live Program Scheduled 
for SPA Conference 


THE FAST-GROWING Systems & Procedures Asso- 
ciation of America will hold its fourth annual Inter- 
national Systems Meeting at the Sheraton Hotel in 
Chicago on October 10th, 11th and 12th, under the 
direction of John W. Hanson, U. S. Steel Corp., 
SPA’s director in charge of national meetings. 

In a program loaded with the “How we do it” type 
of paper, the systems men will hear S. D. Flinn, 
United States Steel Supply Co., discuss “Production 
of Records by Assembly Line Methods’; Bruce L. 
Smyth, Federal Reserve Bank of Chicago, on “Admin- 
istrative Problems of a Central Systems Department”; 
V. H. Roman, Standard Oil Co. of Calif., on the 
“Management Guide as Related to the Field of Sys- 
tems and Procedures”; A. Gordon Bradt, Continental 
Illinois National Bank & Trust Co., on “Visual 
Methods for Effective Management’; Paul B. Mul- 
ligan, Paul B. Mulligan & Co., on “Standard Time 
Data for Clerical Performance Standards”; John W. 
Wirth, Jewel Tea Co., on “Strip Accounting Tech- 
niques for Small and Large Enterprises”; J. R. Hal- 
lock, Lincoln-Mercury Division of Ford Motor Co., 
on “Centralization vs. Decentralization,” and Walter 
F. Frese, of the government’s general accounting 
office, on “Organizing for Systems in the Govern- 
ment.” 

Also scheduled on the program is John S. Coleman, 
president of Burroughs Adding Machine Co., who 
will present his views on the “Future of Electronics in 
Business”; E. J. Leahy, president and executive direc- 
tor of the National Records Management Council, 
with a talk titled “Throw Out the Junk”; Richard 
Donham, Northwestern University, on ‘Preparing 
Students for the System Field”; G. A. Trapp, Western 
Union Telegraph Co., on “Widening Horizons 
Through Telegraph Transmission Techniques’; 
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Active in completing plans for the fourth international 
systems meeting are from the left, A, L. Mettler, presi- 
dent of the association, Harold R. Price, general chairman 
of the conference committee, and John W. 
director for national meetings. 


Hanson, 


Harold C. Stott, C.P.A., Albert M. Greenfield & Co., 
with a speech titled “Management—A System,” and 
a series of short discussions on electronic office equip- 
ment with W. H. Clark, Price Waterhouse & Co., 
New York, as moderator. 

Harold R. Price, Price Waterhouse & Co., Chi- 
cago, general chairman of the International Systems 
Meeting Committee, pointed out that the meeting is 
open to anyone interested in improved planning in 
management and office operations. Located at 33 No. 
La Salle St., Chicago, Mr. Price and his committee 
are prepared to send interested individuals registra- 
tion information and other data on the meeting. 

Assisting Mr. Price as committee chairman are 
Guenther Philipp, of Paine, Webber, Jackson & 
Curtis, in charge of arrangements; Stewart Robinson, 
Kraft Foods, Inc., in charge of publicity; Richard J. 
Garvey, Lumbermen’s Mutual Casualty Co., for regis- 
tration, and L. R. Chase, Johnson & Johnson, finance 
chairman. The Chicago chapter is cooperating to the 
fullest degree in staffing the necessary committees, 
Mr. Price said. 


The Systems & Procedures Association is an inter- 
national group of systems administrators and special- 
ists employed by large corporations. A. L. Mettler, 
the Electric Storage Battery Co., Philadelphia, is 
president. 


Organized to “promote and foster a broader under- 
standing and acceptance of the value of systems and 
procedures work as an effective aid to management,” 
the association, through national and chapter activ- 
ities, encourages education, research, and the exchange 
of ideas among systems men. There were nine affili- 
ated chapters last year. Currently, the chapters num- 
ber 15, with a total membership of close to 500. 
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Above all, the new home office is enabling the com- 
pany to sustain and capitalize on the economy and 
efficiency measures it has developed within the last 
decade. 

The company today is handling 19 per cent more 
insurance in force and 44 per cent more assets than 
it did ten years ago. It is making gg per cent of its 
death benefit payments within 24 hours after com- 
pleted papers are received. It is answering all corre- 
spondence within three business days after an inquiry 
is received. The home office has taken over many of 
the accounting and servicing functions formerly car- 
ried out in agency offices. It is providing policyholders 
with more service. And it has added new functions 
including personnel, planning, public relations, and 
research. 

Yet it has not needed to replace employees lost 
through retirement or normal turnover. It is operat- 
ing today with 10 per cent fewer employees than in 
1940. And between 1937 and 1950 the company elimi- 
nated some $2,500,000 of annual operating expenses. 

In the past ten years Mutual has been able to grant 
employees nine general cost-of-living increases in sal- 
ary. Retirement and security plans for employees 
has been improved, and a new life insurance program 
was added to existing employee benefits. 

For 1951 the company was able to increase divi- 
dends to policyholders by about 20 per cent. 

The company expects that the new home office will 
enable it to maintain this high level of efficient opera- 
tions and that it will pave the way to new, additional 
savings for all policyholders. 

The new building is also helping to publicize the 
company as-a good firm with which to do business. 
The building, located prominently at Broadway and 
55th St., is drawing widespread public attention and 
commendation, to the ultimate benefit of policyholders 
and employees. The Weather Star, atop the building, 
changes color to signal official metropolitan weather 
forecasts. It is an eye-catcher to New Yorkers and visi- 
tors. At the same time the company is using its display 
windows along the Broadway blockfront to tell more 
and more people the story of its life insurance and 
investment operations. 

Since Mutual moved into its new quarters in 
May, 1950, more than 2,500 persons have been taken 
through the building on guided tours. 


Cresap, McCormick & Paget 


VERY DEFINITE contribution to general working 
conditions and increased employee efficiency and 
morale has been made by the officers of Cresap, Mc- 
Cormick & Paget, New York, which won Honorable 
Mention in the 1950 Awards. 

“The layout of our floor and the arrangement of 
offices have made possible an unusual amount of light 
and air and adequate space for all activities,” says 
Joseph P. Merriam, partner in this firm of manage- 
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One Year Later 


(From page 40) 


ment engineers. “For example, our draftsmen work at 
drafting boards placed directly under a large skylight. 
We believe these factors are largely responsible for a 
substantial increase in employee productivity and de- 
cline in employee fatigue which have occurred, and 
which are particularly noticeable in our production 
department, where reports are prepared for distribu- 
tion to clients. We also feel that the muted shades of 
beige and green used on office walls have contributed 
to these effects. 

“The office arrangements for our staff of consulting 
engineers have worked out well. It is necessary that 
they be flexible to meet our special needs. The large, 
soundproof staff room with the individual desks for 
each engineer is arranged so that in most cases no two 
desks are side by side or face one another. This layout 
has contributed to improving efficiency in the activi- 
ties of consulting engineers while in the offices. Con- 
ference rooms designed for crew work and available 
when several men are assigned to a project which 
requires their working together as a unit have proved 
highly successful. The separate room devoted to a 
library of professional books and papers, with a libra- 
rian in constant attendance, has contributed to the 
effectiveness of this service to the engineering staff. 

“General employee morale has reflected the pride 
and satisfaction which all members of the organization 
feel in the new offices. And, of course, staff members 
also particularly enjoy the ‘coffee and coke’ room, 
equipped with an electric stove and a refrigerator for 
morning and afternoon breaks. We consider this room 
a time-and-money saver as well as a morale builder. 

“Clients indicate that they share our enthusiasm 
for our new offices and frequently comment on their 
efficiency and functionalism as well as their attractive- 
ness and comfort. The decor appears to have achieved 
the desirable balance for which we strove, between the 
natural reserve of professional offices and the sense of 
modernity which reflects a growing organization. 
Clients also express appreciation of the conference 
room available for their use.” 

Kenneth H. Ripnen Co., Inc., of New York, were 
the architects for the offices. 


First Federal of Chicago 


MORTON BODFISH, chairman of the board and 
president of First Federal Savings and Loan Associa- 
tion of Chicago, whose offices won Honorable Men- 
tion in the 1950 Awards, says that this organization 
has had excellent opportunity to evaluate the influ- 
ence and benefits of its new quarters upon its opera- 
tion and on its staff. 

These offices were designed by Ralph Milman, 
Chicago architect. 

First Federal Savings have been particularly in- 
terested in observing the development of its operations 
in these new quarters as it installed at the time a type 


(Turn to page 68) 
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“We've cut our tape costs 57% 
by buying large-size rolls’’ 


Says Charles J. Trus, Asst. Purchasing Agent 
Hudson & Manhattan Railroad Co., 30 Church St., New York, N. Y. 
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“WE USED TO BUY the small 25c rolls of ‘SCOTCH’ inch rolls for use in Heavy Duty Dispensers. Besides 


Cellophane Tape. Then our stationer’s salesman told cutting our unit cost, this has encouraged wider use 
us the ‘large-roll story’—showed us how we could cut of tape by our office workers. That means plenty of 
tape cost-per-inch as much as 57% by buying 2592- time saved on little chores...another cost-cutter for us!” 
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MENDING, SEALING, LABELING, holding, masking, IMPORTANT! There’s more than one brand of cello- 


reinforcing . . . 101 jobs around the office are done phane tape on the market—for quality always insist 
faster and neater with transparent “SCOTCH” Cello- on the “SCOTCH” Brand, with the bright red-and- 
phane Tape. It sticks at a touch without moistening, green plaid on the container. Used in millions of homes 
and a short strip is all most jobs require. and offices all over the country. 


The term “Scotch” and the plaid design are registered trademarks for the more than 100 pressure-sensitive adhesive tapes made in U.S.A. by Minnesota 
Mining & Mfg. Co., St. Paul 6, Minn. — also makers of “‘Scotch’’ Sound Recording Tape, “‘Underseal’’ Rubberized Coating, “‘Scotchlite’” Reflective 
Sheeting, ‘‘Safety-Walk’’ Non-slip Surfacing, “3M” Abrasives, ““3M’’ Adhesives. General Export: Minn. Mining & Mfg. Co., International Division, 270 
Park Avenue, New York 17, N. Y. In Canada: Minnesota Mining & Mfg. of Canada, Ltd., London, Canada. 
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The Industry’s Finest Audience — attendance is by invitation 


to obtain a qualified audience. FOR EXAMPLE — independent surveys 
made last year proved that — 


© 81% were actual users and buyers of office equipment and supplies — 
© 88% were over 25 years of age — and 


© 89% found the National Business Show helpful! 


The World’s Largest Market — buyers in New York's metro- 
politan area account directly for 18% of entire industry's output PLUS — 


Policy making executive offices in New York — world center of business 


and finance — standardize on equipment for their national organizations 
... New York sets the pace and the buying pattern! 


NATIONAL BUSINESS SHOW : 


33 West 42nd Street, New York 18, N. Y. « PEnnsylvania 6-6760 ae 
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Jz ’ CARD-FILING SYSTEMS 
complete with pockets 


a cor instant use ° 


Top Sales Item! 


=a —— e F 240 singles (5x8) 240 pockets 

F = ce _— ) e e F 480 doubles (5x8) 480 pockets 
* Full “eye= ” visibili ty 16” deep for easier operation 
* An easy portable, workable, visible system 
* Ata remarkably low price. 


THE FUTURA “VIZ-ABLES” 


ITEM DRAWER FOR CARD DIMENSIONS SHIP 
NO. DESCRIPTION ECTIONS | CARD SIZE CAPACITY H. w. D. wT. 
F240 | @ Single Cabinet Futura ‘‘Viz-ables" 6 5x8 240 ea. side 

Compl 240 pocket 480 front & back . aad 10%” | 16” | 30 Ibs. 
F480/| © ®@ Double Cabinet Futura ‘‘Viz-ables’ 12 5x8 480 ea. side 

Complete 480 pockets 960 front & back 16” 


DVB | Sanitary Base for F480 


“ve oir Base for F240 ae 


10 Ibs.} 


nr ee Ema 
art steel sales corp, new york 63 n. y., u. Ss. a. 
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ABN STEEL SALES CONE W YORK USA 


Sieelmaser 


SUPRE-SECURITY FILING EQUIPMENT 
‘“‘Safer-At-Home’”’ filing equipment with 


safer-compartment strategically integrated in 3rd 
drawer — to provide greater safety for those ‘‘valu- 
able’’ and important documents. 
Top value — full suspension — top performance — 
Sheelmasfer's superior filing cabinet construction—to 
give you top efficiency in filing your business corre- 
spondence. Original design by Futura—precision made 


to exacting specifications by Sfr/mas%t 


proved... 


- Tested and 


used by many thousands of satisfied buyers. 


units also available in 
2 and 3 drawer sections, 
as illustrated. 


Ahvatlable in Grey or Green 


OUTSIDE DIMENSIONS | suip. wr. 
ITEM NO. DESCRIPTION HEIGHT | WIDTH | DEPTH | F.0.B. N.Y. | 
Nt SAFe4 4 Section Safety File (Letter Size) | 52 ” | 143,” | 26,” | 140 Ibs. ' 
Inside Safety Section Dimensions | 103%,” | 12 ” | 25 ” 
SAFe4C | 4 Section Safety File (Legal Size) | 52” | 1734,” | 26%” | 146 tbs. | 
Inside Safety Section Dimensions | 10%,” | 15 ” | 25 ” 
SAFe3 3 Section Safety File (Letter Size) | 40 ” | 143,” | 26Y,”| 110 Ibs. 
Inside Safety Section Dimensions | 103%” | 12 "| 25 ” o 
SAFe3C | 3 Section Safety File (Legal Size) | 40 ” | 173,” | 26,” | 116 Ibs. po 
Inside Safety Section Dimensions | 10%,” | 15 ” | 25 ” i As: 
SAFe2 | 2 Section Safety File (Letter Size) | 307,” | 14%” | 26%”| 85 Ibs. tie 
Inside Safety Section Dimensions | 103,” | 12 ”| 25 ” —_ 
SAFe2C | 2 Section Safety File (Legal Size) | 30'/,” | 173,” | 26,” 92 Ibs. 
Inside Safety Section Dimensions | 10%,” | 15 ” | 25 ” | 


IF PLUNGER LOCKS FOR CABINET DRAWERS DESIRED—ADD LETTER ‘L" AFTER CATALOG NUMBER 
LITERATURE AVAILABLE | 


thuatlatle in Reasonable Quantities... Prompt Shipment 


SEPT. 22-26 
oTeL * CHICAGO * 
n= 5th FLOOR 
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know your 
own secret 
combination 


‘3 
The STeclnasier (F2201) “PROTECTOR” The Steclhnat{er (F2200) “SAFO” 
“Supre-safety” cabinette system that protects as it conceals. No “Supre-safety” cabinette system that protects as it conceals. 
one can tell by its appearance. A modernly designed furniture No one can tell by its appearance. A modernly designed furni- 
piece that fits in everywhere—for everybody—every purpose. ture piece that fits in everywhere — for everybody — for every 
Assures ‘‘peace-of-mind”, 4-way keyed protection and addi- purpose. Assures ‘‘peace-of-mind", 4-way keyed protection and 
tional inside vault door and combination lock protection for additional inside vault door and combination lock protection for 
“valuables” against petty pilferage. “valuables” against petty pilferage. 
Arvatlable in Grey or Green Aruatlable in Grey or Green 
OUTSIDE DIMENSIONS | SHIP. WT. loursipe DIMENSIONS | SHIP. WT. 
eeashoed eaten 4. | Ww. | D. | FOB. MY. as a. eens 4. | w. | OD. | FO MY, 
F2201 THE “PROTECTOR” 31” | 18” | 16” | 70 Ibs. F2200 THE “SAFO” 35” | 18” | 16” | 80 Ibs. 


LITERATURE AVAILABLE 


phvatable in Reasonable Luantities... Prompt Shipment 
art steel sales corp. § new york 63n. y., U.S. a. 
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AAvatlabfe in Grey or Green 


An original office ALL-IN-ONE designed by Futura that meets 
the requirements of every business in the country. A wonderful 
item for everybody! For office—For home! 


and enterprises, (and big business too!). 
A natural—and wonderful for the home too! 


Atvatlable in Grey or Green 


ALL-IN-ONE 
--- offices 


An original office ALL-IN-ONE designed by Futura to meet the 
expanding needs of hundreds of thousands of small businesses 


OUTSIDE DIMENSIONS | SHIP. WT. 
ITEM NO. DESCRIPTION — uw. | Ww. | D. | F.0.B. N.Y. 
a we 
F3A 3-ALL-IN-ONE TALL BOY 
(LETTER) 40” | 27” | 16”| 102 tbs. 
F3APL Yale plunger lock 
FOR ALL DRAWERS (LETTER) 40” 27” 16” 102 Ibs. 


OUTSIDE DIMENSIONS | SHIP. WT. 
ee ITEM NO. DESCRIPTION Hw | Ww. | 0. |F.0.8. NY. 
r, F2A 2-ALL-IN-ONE HI-BOY co 
F (LETTER) 40” | 27” | 16” | 100 Ibs. 
Ps F2APL Yale plunger lock ¥ mn 
> aa FOR ALL DRAWERS (LETTER) 40” | 27” | 16” | 100 tbs. 
F2C 2-ALL-IN-ONE HI-BOY ‘ “ 
(LEGAL) 40” | 30” | 16” | 106 Ibs 
F2CPL Yale plunger lock " . 
FOR ALL DRAWERS (LEGAL) 40” | 30” | 16” | 106 Ibs 


phuatlable in Feeasonatle Quantities... Prompt Shipment 


(DOES NOT COME IN LEGAL SIZE) 
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ses 


A typical Revo-file installation 


Equipment Roundup — 


Visible Index Equipment, fluorescent lighting fixtures 


THERE is nothing in the reports of visible equip- 
ment manufacturers to indicate scarcities in the near 
future. Only in one or two instances have material 
shortages caused reductions in lines. Remington Rand 
reports expanded facilities for the manufacture of 
visible index units. Herring-Hall-Marvin Safe Co. 
points to the popularity of its motorized floor models, 
explaining that while deliveries have generally been 
pushed back, the best delivery applies to one model 
because steady demand for it dictates more frequent 
production scheduling. 


Boorum & Pease Co. report that their line of prong type 
visible equipment has not been short due to the emergency, 
and that the line as a whole is available for rather prompt 
shipment. 

“Occasionally, due to steel curtailment we would be tem- 
porarily short of some item, however, this has not been a 
serious condition, to date,” the company says. 


Business Efficiency Aids utilizes permanent magnetic 
force to aid filing and finding in its Magnadex cards. 

At a touch of a finger, records move forward or back- 
ward, fan-like: until the one desired is located. _The magna- 


September, 1951 


and desk lamps 


tized cards seperate, exposing reference margins on each 
individual record and locating the desired card. Cards may 
be easily removed. Thin metal strip enables cards to be 
magnetized. 

Another feature of these cards is that they may be used in 
any typewriter or business machine. Magne-Dex cards are 
available in standard card index size, can be housed in 
drawers, trays, card record desks and all other conventional 
filing equipment, the company states. 


Master Cardineer, Diebold, Inc.’s rotary card file, is now 
being made in a motorized, as well as hand, unit. Control 
is instant and automatic. Controlled by a hand button or 
foot pedal, the two-way switch revolves the records in 
either direction and presents the desired record for posting, 
reference, removal, or replacement, at desk top height and 
within arm’s reach. 

One Master Cardineer houses up to 11,000 records in 
three square feet of space; one operator can efficiently 
handle as many as eight Cardineers from a seated position. 
Each unit is completely mobile, and can be wheeled by the 
operator into other departments or an executive’s office. 

The seven segments holding the records can be removed 
instantly for emergency division of work on peak load days. 
The single bar record-holding segments accommodate any 
size record up to 8 by 5 inches, or fold-over records opening 
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Tools of the Office 


to 8 by 934 inches. Double bar segments accommodate two 
rows of smaller records in a wide range of sizes. 

Three sides of the records are always fully exposed for 
complete visibility of the entire card face without removal. 
There is ample space for extending flasher signals on either 
or both sides, or for offsetting the records. Operator, by 
pressing the button, can scan all the records for signals in 
five seconds. 

A disappearing hood, with lock, protects the records 
and keeps them dust-free. Desk-top or direct posting are 
optional for the Cardineer operator. Also available are 
Desk Model Cardineers with a capacity of 1,500 for any 
size card up to 6 by 4 inches. A Desk Model Cardineer 
revolving on a horizontal plane and having removable sec- 
tions is also being manufactured. Card capacity is 2,500 
in sizes up to 8 by 8 inches or 9 by 5% inches. 

Elbe File & Binder Co. say they have one line of visible 
record ring binders and ring visible ledgers. 

The ring visible ledger outfit is a complete record system 
for use by medium size businesses, clubs, etc. The binder 
is furnished with a choice of stock record forms, debit and 
credit forms and double entry forms. Sheet size is 5 x 8% 
inches, index size 11 x 8% inches. 

Ferris Business Equipment Co. reports that the new 
Ferris Rotary File retains all the advantages of previous 
Ferris models plus new features that simplify and speed 
filing operations. Removable baskets in balanced trays 
rotate either way by fingertip control. Freedom from 
belts, punch cards, slots, rods or any fastening device in- 
sures complete accessibility to one or a dozen cards instant- 
ly and allows cross-filing. Present cards can be used and 
transferred quickly and easily. The file has a capacity up 
to 13,000 cards in standard models, taking but three square 
feet of floor space. 

Among the new Ferris features are a hand brake which 
locks the wheel in any desired position, an attached posting 
shelf for posting at the file (folds out of the way when not 
in use). Another feature is the new compression follower- 
block for tabulating cards. 

Constructed of heavy steel, the Ferris cabinet is mounted 
on casters for mobility. Locking slide cover protects rec- 
ords when not in use. Files can now be made on request to 
any reasonable size. An increase of 1 inch in the cabinet 
width, for example, gives housing up to 1,600 extra cards. 
Ferris reports line of files is intact, with deliveries on a 30 
day schedule. 

The Globe-Wernicke Co. reports that to date it has not 
been forced to reduce its line of visible index equipment, 
and that all models are being produced and are being 
shipped promptly. The company reports that the metal 
cardholders in G/W visible equipment assures longer life 
for the record cards. Quick and easy insertion and removal 
of cards are facilitated because of this type of holder. 

Globe-Wernicke makes a wide range of visible units in 
wood as well as steel. 


Herring-Hall-Marvin Safe Co. report that ordinary re- 
cords on any grade of paper can be used on their Natural 
Rotary Record Files without punching, hinges, or any 
other special preparation. All of the record surface can be 
used for business entries without reserving from 15 per 
cent to 25 per cent on each side for holes, hinges, rods etc. 
Records may have round, square, or diagonally cut corners. 
Fold-over forms may be used to double the size of the re- 
cord, and to form a natural packet into which odd size 
reports and memos can be filed. 

The line includes large electrically operated floor models 
with average capacities for 5,000 to 7,500 records each in 
5 by 8, 4 by 6, 3 by 5 inches and tabulating card sizes; and 
small hand operated models with average capacities for 
1,500 to 1,900 records each in 5 by 8, 4 by 6 and 3 by 5 card 
sizes. All deliveries are extended because of emergency con- 
ditions. Since the greatest demand is for the 5 by 8 electric- 
ally operated floor model its production cycle usually offers 
the best delivery. 

National Blank Book Co. reports that due to recent 
changes in material allocations, they are unable to furnish 
definite information as to the availability of their visible 
line in the future. Both vertical visible style and binder type 
with ring mechanism are still in their line, they advise, 
but sold on a curtailed basis only. 

“Our line consists of ring visible blinders in 1, 1% and 2- 
inch ring capacities in both flexible and stiff binder style,” 
National says. “We are also distributors of the National 
vertical visible, which is a portable vertical visible style.” 

Rollamatic visible installation for ‘large installations, are 
being furnished on approximately a 60 day basis. 

Illustration shows six R912H binders in two 9001 Slide 
Racks on 9006 Slide Base. Hinged binders are rolled into 
posting position in front of operator without lifting. Slide 
Rack has 4 roller bearings and slide in channel of Rolla- 
matic Tray Base. 

The Postindex Division of Art Metal Construction Co. re- 
ports that there are no current emergency conditions to 
contend with. The Postindex Better Sight Index with fluor- 
escent light produces faster work with fewer errors when- 
ever quick reference to a large list is needed. The fluorescent 
light supplies the highest quality of illumination eliminating 
shadows and glares on the reference panels. Label holders 
and panels entirely visible. Capacity—140 one-line reference 
strips 1/6 inch high. Also available in %4 and % inch high 
strips, and in four widths—43¢, 534, 63%, and 834 inches. 
Units of 30 or 40 panels in each width. Delivery—one to two 
weeks. 

Recordplate Co. Loose Leaf Visible Books, are available 
in four sizes from 5 x 3 inch pocket binders through the 
14 x 5 inch sheet size book illustrated, are light in weight 
for easy handling and portability, complete for convenient 
purchase at stationers and inexpensive. With a modest 
group of general and special use forms, these books cover 
many business needs, saving valuable time in field work 
of salesmen and contact men and in all types of reference 
work in the office. Ten books of the size illustrated will 
carry 4,000 pieces of information, 24 visible at a glance on 


From the left: Diebold Inc.’s Master Model Cardineer; Wheeldex Mfg. Co.’s 10,000 
card capacity, two-wheel unit; and a Herring-Hall-Marvin model Rotary Record file. 
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Postindex Div., Art Metal Construction 
Co., Better Sight Index 


The Ferris Rotary File 


forms which lie flat for entries, and the whole can be con- 
tained on a desk area of 12 x 6 inches. 

Recordplate Co. advises that catalogued items are deliv- 
ered immediately from stock. Shortages are covered 
quickly. 

“We expect to make continuous delivery on a reasonably 
increasing demand,” company says. 


Since visible index units are considered essential to both 
civilian and government production demands, Remington 
Rand Inc. has allocated much larger production facilities 
for their manufacture. All models of visible cabinets and 
visible reference equipment are available for general office 
purchase. On a few models particularly suited for govern- 
ment defense agencies and war production manufacturers, 
delivery dates have been somewhat extended, but this has 
had little or no effect on the equipment used generally by 
commerical firms. 

Due to a recoordination of Remington Rand manufac- 
turing processes with new plant space recently made avail- 
able, production output is now in better shape than has been 
possible ever before. The Elmira plant, for example, which 
formerly made only typewriters and adding-calculating 
machines, is now producing certain types of visible index 
equipment. 

Remington Rand’s Business Equipment Efficiency Service 
contracts are now available on virtually all of these prod- 
ucts. Regular inspections are included under the BEE 
agreement along with basic instructions and supervision of 
performance in order to lengthen the life and increase the 
efficiency of Visible Index Units. 

Remington Rand’s Imperial Kardex Cabinet comes in 
four cabinet widths, either insulated or uninsulated. Utiliz- 
ing the well known Kardex visible system, the cabinet in- 
corporates plastic slide fronts, easy pocket adjustment, 
and quick removal and return of slides. 


“We have not shortened our lines up to the present,” 
Revo-File Sales Co. reports. “However, we, like others, do 
not know how CMP will affect our production.” 

All Revo-File models are available for shipment approxi- 
mately 60 days after receipt of order. The company says 


Victor Safe and Equipment Co.’s unit; Globe-Wernicke model; 
and Remington Rand’s Kardex Imperial cabinet. 


‘ a b 


Boorum & Pease Visible Multiple units. 


Below: Visirecord, Inc., unit (top), and National Bank 


Book’s Multiple Visible unit. 
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Tools of the Office 


Revo-File has always been “service free” and will function 
many years without attention. No substitutes or alternative 
material are being used or contemplated in the future. 

Rotodex Co. makes one model of rotary visible index unit 
at present, but plans additions to the line in the near future, 
Immediate deliveries apply. 

Rotodex has 500 card capacity. Size of card is 34% x 2% 
inches. 

Both sides of the card are visible without removal from 
file. Cards may be inserted or removed easily and quickly 
for typing, writing, etc. Steel frame. Price $5.75. 

The C, E. Sheppard Co. has brought out the Flat-Rite 
Binder, their newest model of visible record keeping binder, 
which provides a flatter, smoother writing surface which, 
in turn, gives far greater efficiency. 

“As yet we have not shortened our line,’ C. E. Sheppard 
reports. “Most of our models are available for general office 
purchase on an immediate basis. Delivery dates have been 
extended only on some Posting Trays owing to the critical 
metal shortage.” 


Stationers Loose Leaf Co. claims that their faultless type 
A Visible Record Binder provides compact, portable hous- 
ing for a large number of records in a minimum of space. 
Being of ring style construction, the sheets lie flat for good 
writing surface. Efficient mechanism opens and shifts with 
a smooth ball-bearing action, permitting easy sheet inser- 
tion at any point. 

Automatic built in sheet lifter and exclusive interlocking 
rings are among its advanced features. 

“All items in our line are still available,” this company 
reports. “However, because of steel shortage, more time 
than normally should be allowed for shipment of stock 
merchandise.” 


Victor Safe & Equipment Co. reports that Victor Cabinet 
Visible, the basic unit of visible record-keeping, is available 
for reasonably prompt delivery on rated orders in the full 
range of pocket sizes from 5” x 134” to 11” x 9”. Cabinets 
of various capacities but of the same size pockets may be 
stacked to form batteries of uniform dimensions or may 
be protected in Visible Safes. 

The record cards housed in these cabinets flash the high- 
lights of their contents on the visible margins by means of 
color and position-keyed signals. Signals are easy to handle, 
cannot engage adjacent pockets and do not obscure index 
information. 

In Victor Cabinet Visible there are no loose parts, springs 
or gadgets. Any grade or weight of cards may be used 
and several allied records may be combined in one place. 
The Victor Visible method is available in many other forms 
such as Sectional Visible, Book Visible and Recordex, thus 
solving almost any record-keeping problem. In the change- 
over from old-style records it is often found that the stan- 
dard-sized card already in use may be transferred directly 
without rewriting. 

Victor Cabinet Visible is sold by leading dealers in every 
part of the country working under franchise arrangements. 


Vue-Fax Corp. recently introduced four new models to 
their line of visible index equipment. Identified as Econo- 
files, the units are more simply constructed and offer 
greater capacity at less cost per unit. 

Vue-Fax reports that in spite of greatly increased sales, 
much of which is going to industries doing defense work, 
al models in the line are still available for general office 
purchase with deliveries usually on a 15 to 20 day basis. 

Vue-Fax units are made of steel and aluminum; a durable 
clear plastic material replaces paper panels formerly used to 
separate the banks of cards. 

“In most types of visible equipment, vital information is 
hidden from view,” Vue-Fax points out. “In such systems 
this hidden information must be transposed to a signal in 
order to bring it to the visible portion of the record.” Vue- 
Fax allows for listing of vital information on any or all of 
the three visible margins, because cards are arranged in 
staggered rows exposing these margins of visibility—hori- 
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zontal, diagonal, and vertical. There are no limitations on 
card sizes or visible exposures. Card can be designed to fit 
the job rather than the customary procedure of designing 
the job to fit a standard size card. 

All Vue-Fax units are designed so that the file can be 
placed in the proper posting and reference position—a 45 
degree angle. Records are acessible from either side of the 
equipment. Vue-Fax systems are now being used by com- 
panies for handling accounts receiveable, ledger cards, in- 
ventory, production personnel, sales, installment, service 
maintenance, and other records. 


Rotodex No. N.45 


Visirecord, Inc. says their system is completely adaptable 
to both hand and machine posting operations, and that ver- 
tical visible filing offers exceptional speed for posting, sig- 
naling and scanning due to its triple marginal visibility. 
Cards may be indexed horizontally, vertically and diagon- 
ally, offering instant control and location over every record. 
Record cards are compactly housed in a large variety of 
units ranging from desk-top size to double pedestal desks. 


Wilson Jones Co. say that their Shif-dex visible binders 
come in binding side lengths of 12%, 15% and 18% inches, 
and in various widths from 8% to 18 inches. Capacities are 
2 and 3 inches. These are prong-style binders. Have flat 
rigid backs. Single lever for opening prongs. Label holder 
recessed into bakelite back; one also on other end of metal 
part, for quick identification of binder’s contents. Perfect 
alignment of prongs is assured by prongs being swaged 
into square holes which prevent prongs from turning or 
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loosening in the prong plates. Steel rims extend around four 
sides for longer service. Built-in simplified automatic shift 
—opens space at any desired place for insertion of sheet, 
or closes space when a sheet is removed. Shif-Dex binders 
are also furnished with flexible solid leather covers at the 
same price as stock binders. These covers are made without 
index allowance, unless otherwise specified, in order to pro- 
vide full visiblity of tab when used in multiple unit installa- 
tions. Stiff covers are required on the outside of the two 
end binders to provide support for posting. 


Wheeldex Mfg. Co. describes a direct posting style 
Wheeldex unit providing 10,000 card capacity on two 
wheels, mounted in a steel cabinet. It permits direct post- 
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Wilson Jones Co.’s Shif-Dex Binder. 


Kinetic Novelty Co.’s Unit. 
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ing without requiring the removal of card from the wheel 
although the slot punched cards can be removed quickly 
and often as is necessary. 

“Current emergency conditions have caused us to shorten 
the Wheeldex line only to the extent of eliminating some 
of our small volume special units,” the company says. 
“None of the standard line has been affected. Our full reg- 
ular line is available on normal delivery schedules, many 
from stock; others up to four weeks.” 


Above: Business Efficiency Aid’s Magnadex. Below: Rec- 
ordplate Co.’s loose leaf book) left, and Stationers’ 
Loose Leaf Co.’s Faultless type A Binder. 


Addenda 


(Not described in "Tools of the Office” article on posture chairs) 


The Hamilton Mfg. Corp., Columbus, Ind., recently an- 
nounced a further expansion in its line of Cosco Finger-Lift 
Office chair. Designated the Model 16-S, this new chair is 
similar in design and construction to Hamilton’s Model 
16-F, but has the added feature of a spring-action back 
which tilts independently of the seat. Tension of the tilt 
action is controlled by a handwheel beneath the seat. 

In addition to the spring-action back, Model 16-S has 
four adjustments for size for the individual user. The seat 
is adjustable in height anywhere between 16 and 20 inches 
by means of the Finger-Lift mechanism. Depth of the 
seat is adjustable by spring clips; backrest can be raised 
or lowered and tilts to follow the contour of the user’s 
back as she changes seated position. 

Model 16-S is all-steel construction, has a large, all-steel, 
saddle-shaped seat which revolves on a life-time lubricated 
bearing. Seat cushion is foam rubber, upholstered in per- 
forated DuPont Fabrilite, a cloth-backed vinyl plastic, in 
green, brown, maroon, or grey. The back has matching 
upholstery, which is replaceable. Tubular steel frame is 
finished in grey, brown or green baked-on enamel. Casters 
are 2-inch soft rubber. 
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Hamilton reports the chair is now in volume production. 
It is dealer-distributed. 
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THE DEGREE in which lighting equipment lines 
have been cut by reason of high priority demands 
on raw materials is, of course, in direct proportion 
to the size of the line. And while there are rumblings 
of serious scarcities in the future, normal lighting re- 
quirements for offices are still being satisfied in a 
reasonable delivery period. Deliveries vary from 
model to model, affected by plant schedules, which 
might indicate in some quarters at least, that inven- 
tories are low, if not exhausted. 


Art Specialty Co.’s line remains intact. Models are Flexo, 
Litemaster and Flexarm, rigid and adjustable lamps for 
office, industry and institutions. Fluorescent and incan- 
descent. All items delivery 45 to 60 days owing to a large 
backlog of orders. 

“At present we are continuing the production of all our 
lighting products,” Art Specialty reports. “However, we 
do not accept any orders which have a specific future date 
as we could not guarantee delivery in view of the uncertain 
conditions which might prevail at that time.” 


Copy-Right Mfg. Corp., describing the Copy-Right fluor- 
escent lamp, claims that “it is the only lamp on the market 
designed exclusively for attaching directly to front-vision, 
line-by-line copyholders such as our own Copy Right, also 
the Error-No, Line-A-Time and Pres-to-line used by typists. 
Special clamps are furnished for securing the fixture to 
each make of copyholder.” 

This lamp takes a 15-watt fluorescent tube and has a red 
and black push-button switch at top of the shade and eye 
shield front and back. Now available for prompt delivery. 
Price is $16.50 for the fixture that attaches to all 12, 16 
and 20 inch copyholders; $18 for the unit designed for copy- 
holders 25 inches wide. 
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A typical drafting department installation made by the F. W. Wakefield Brass Co. 


Lighting Equipment Still Available 


Defiance Sales Co., distributes the Rex Cole adjustable 
height Sight Saver floor lamp. This model takes a 100-watt 
bulb. Height is adjustable from 36 to 46 inches. Eye shield 
reflector swings in a full circle. 


Emeralite Co. describes their No. 5352 Emeralite lamp. 
Dia. of shade 14 inches. Height overall 20 to 23 inches. Arm 
swings right or left. Standard telescopes. Uses two 60 watt 
standard bulbs with Daylight screen. Illuminates from 50 
to 75 foot candles of Emeralite Daylight. Finish: Statuary 
Bronze. List price $32.50. 

“No changes have been made in our line because we have 
always kept heavy stocks,” this company says. “All catalog 
models are on hand with few exceptions. Shipments are 
made within two to three weeks. 


Faries Mfg. Co. makes a wide range of desk, floor and 
swivel type drafting lamps. They describe the Circlarc, 
Model 20200 as having an adjustable shade; 18 watt fluo- 
rescent tube (AC). Height 13 inches, base 6 by 12 inches; 
radio condenser. Finishes choice of statuary bronze, with 
brass trim; grey with brass trim. 


General Lamps Mfg. Corp. says that current conditions 
have caused them to curtail their line considerably. Net 
decrease is about eight items. This program of curtailment 
and concentration on selling and producing fewer items has 
actually enabled them to make two outstanding additions 
to the line. 

“We have available two-tube and one-tube fluorescent 
desk lamps and a very complete line of flexible gooseneck 
lamps together with smoking stands,” General Lamps 
reports. 

“Our program of concentration has actually improved 
delivery dates. Most of our items are shipped from stock. 
Our new _  non-tarnishing, non-corroding, “AlII-Climate” 
finishes go far towards lengthening the life of our products.” 
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Gotham Lighting Corp. describe their Indirect Domelite 
No. 663-36RA as being easily incorporated in new installa- 
tions as well as in existing offices which are being renovated. 

This fixture is mounted on an outlet box recessed in the 
ceiling. The stem suspends a 36-inch diameter dome which 
reflects the light of a 300 watt silvered bowl lamp. A lower 
bowl serves to shield the lamp. 

Gotham makes other types of fluorescent and incandescent 
fixtures. 


Herco Art Mfg. Co. says, “In a general way, the current 
emergency has created innumerable difficulties but, for the 
time being unless the situation deteriorates completely, 
we expect to be able to furnish, in normal quanties, any of 
the above items.” This company makes desk and floor-type 
lamps. 


Industrial Lamp Corp. expects no shortages of component 
materials for the coming season. All of the Director models 
and the Standard are available for immediate purchase. 
Director is available with or without a Telechron clock 
set in the upright column, and with a single or double 
fluorescent tube. A feature of the Director is the swinging 
shade which enables the user to send the light in a variety 
of directions. The Standard comes as a one-tube or a two-tube 
model. A variety of finishes are available. The lamps 
operate on 110/120 volt, 60 cycle AC current. Bonderized 
baked enamel finishes, with pedestal plate and pen tray. 
Bases are felt covered. Height 10 inches, width 20 inches. 


Lightolier, Inc., describes two models of desk lamp —a 
single and a double unit. 

“Both of these lamps swivel at both the base and shade, 
enabling the user to direct light exactly where he wants 
it,” Lightolier advises. “These lamps are only 17 inches 
high and come in three finishes—ebony and brass: red and 
brass, gray-green and brass. Both models are still available 
and it is contemplated that nianufacture of these for general 
office purchasing will be possible. 


Midwest Naturlite Co., makers of a line of fluorescent 
portable lamps, do not anticipate any immediate develop- 
ments that might affect their production, however, “it may 
be necessary to eliminate two or three basic designs” later 
on. Currently, the Midco line is on a 30 day delivery 
schedule. 

Midwest Naturlite accents two models of ultra-violet de- 
odorizer known as the Dawn-Aire, which eliminates odors 


Right: Sight-Light Div., M. G. 

Wheeler Co. Swivel Arm lamp; 

Lightolier Model 8086, and Kurt 
Versen’s 4420. 
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and freshens office air. Made in two sizes, Dawn-Aire sells 
for $8.95 and $11.95 each with control of air capacities of 
600 to 1000 cubic feet and 1200 to 1750 cubic feet respec- 
tively. The Midco fixture goes with the Westinghouse 
Sterilamp bulb called the Odorout. This lamp will have an 
ozone output more than twice as much greater than the 
original Sterilamp. 


Mutual Sunset Lamp Mfg. Co. reports that its line of desk 
lamps is available minus two models. 

Model D-911 can be had in either satin brass or brushed 
chrome finish complete with shade. Height 14 inches. Price 
$32.50. 

Model V-910—14” high. This twin lamp model can be had 
in satin brass or brushed chrome finish complete with two 
shades. Price $40.50. 

Model D-16—8%4” high—can be had in satin brass finish 
only. AC current only. Takes 18-inch, 15-watt fluorescent 
bulb. Price $34.50 

“Due to the scarcity of metal castings we have cut our 
lamp production,” the Mayfair Co. reports. “We are making 
our Jet 50 yet. It was necessary to extend delivery for about 
30 days on this model because of casting shortages.” List 
price $8.95. 


Prescolite Mfg. Corp. offers Stylite lamps in single and 
twin types, with either one or two complete lamps set in a 
heavily weighted base with built-in switch. The metal stems 
can be either rigid or flexible; cones swivel smoothly so that 
the direction of light-flow can be changed at a touch of the 
finger. 

The new models are amazingly light in weight, and are 
made from special alloys, die-formed at 2500 degrees F., 
under 800,000 pounds pressure. Prescolite’s famous dual 
spring tension swivel with twistproof connection has been 
incorporated into the new Stylite fixtures. 

All colors and finishes are ovenbaked for ideal durability 
and are available in lime green, olive green, gloss green, 
chocolate brown, cranberry red and black. 


Sight-Light Division of M. G. Wheeler Co. describes their 
Swivel Arm lamp as being available in many decorator 
colors. Arm extends 15 inches from swivel ball. Wafer-thin 
base no obstruction on desk. Light turns complete 360 
degrees providing seeing comfort at all close vision tasks. 


From the left: General Lighting 
Co. M-1404; Emeralite M-5352, 
and Herco Art Co.’s model. 
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#1800 series retails at approximately $28.50. 

“Current emergency conditions have caused us to curtail 
the production on our entire line,” the company says. “This 
curtailment has been ‘as great as 60 per cent. Steps, how- 
ever, have been taken to substitute with various satisfac- 
tory finishes for materials that have been in scarce supply.” 

All models are still available for general office purchase, 
though delivery dates on our entire line at present are run- 
ning on about a 90-day delivery schedule. 


Van Dyke Industries, Inc., have seen fit to discontinue 
eight models of office lamps. However, they still are dis- 
tributing a line of close to 30 models, with deliveries re- 
ported to be on a satisfactorily prompt basis. Van Dyke 
has gone to 24-gauge steel as part of their effort to maintain 
their line. 


Kurt Versen Lamps, Inc. says that current emergency 
conditions so far have not caused them to shorten their 
line. 

“The only lamp in our line on which we have had to ex- 
tend delivery dates is our catalog No. 9042 in polished 
golden brass,” this company reports. “Extensions in de- 
liveries have been due to the limited amount of brass which 
is procurable for manufacture of these lamps.” 


Left: General Lamp Mfg. Corp.’s No. 652, and 
Industrial Lamp Corp.’s No. 4900 


From the left: A Mayfair Co. model; Mutual Sunset 
_Lamp’s D-18-12; and Prescolite Mfg. Corp.’s BK-11 


Below: from left: Van Dyke’s No. 976; Midwest Natur- 
lite’s 4200, and Faries’ desk model 
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Gotham Lig 
Corp.’s In 
Domelite, 663-36 


Art Specialty 
Co.’s model 


Tiel 


\ 


Above: the Rex Cole Sight 
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Daybrite Lighting, Inc. reports, “We have shortened our 
line only to discontinue special designs and special lengths,” 
Daybrite says. “However, we find our standard fixtures will 
substitute for most of the requested ‘specials.’ ” 

All models are still available for general office purchase. 

“Due to increased business, we found it necessary to in- 
crease production in both plants. In spite of increased pro- 
duction, it was necessary to extend delivery schedules from 
three months on some items to six months on others. We 
are now making plans to increase production again.” 

In the general office of Morton Salt Co., Chicago, Day- 
Brite Plexoline-4 Slimline fixtures are providing 84-foot- 
candles of illumination throughout the area. These four- 
light fixtures are suspended 12 inches from the 11-ft. ceiling 
with the rows on 12 foot centers. The Plexoline fixtures 
are Day-Brite’s newest and among the most popular for 
office lighting. 


From the top: Silvray’s Skylite unit; Miller Lighting Co.’s 
Luminaire, and Frink Corp.’s Series 22 fixture. 


The Frink Corp. advises that they have reduced their 
line of fluorescent lighting fixtures approximately 25 per 
cent. 

“Delivery depends upon types being run througi the 
factory, and availability of material,” Frink reports. “Deliv- 
ery at the present time (early July) is about four to six 
weeks—in some cases delivery can be made in a few days.” 

Frink reports that 10,000 Frink fixtures are going into the 
new Chrysler Building addition, and that they were not low 
bidders; that their product was selected on a quality and 
cost and maintenance basis. 

The Series 22 Frink fixture is available now. The com- 
pany advises customers to purchase such equipment now, 
and take delivery even though the equipment may not be 
required for awhile. 


Daybrite’s installation at Morton Salt Co. 


OFFICE MANAGEMENT 


Tools of the Office 


Copy-Right Mfg. Co.’s fluorescent lamp. 


The Miller Lighting Co. reports “We have had to shorten 
our line to include only those numbers that sales have 
proven to be the most popular types. 

While the line has been shortened it is still broad enough 
to meet a wide range of commercial requirements. Deliv- 
eries fluctuate, based on availability of materials.” 

The Miller Hartford Luminaire lights the general office 
areas and other offices of the John Hancock Mutual Life 
Insurance Co. 


Silvray Lighting, Inc. says “We have not as yet been 
forced to shorten our line of products although restricted 
material supply has necessitated very long deliveries on 
some items. All models are still available, though deliveries 
have been retarded on our 33 Line fluorescent equipment 
and on the 1500 Line of silvered bowl incandescent equip- 
ment.” 

An adaptation of silvered-bowl incandescent lighting, 
Silvray’s Skylike unit is designed for commercial use, and 
the company pointed out that it has the advantages of 
simple wiring, light weight, fast installation, freedom from 
service call-backs, and lower cost. 

Skylike’s 90-degree shielding prevents both direct and 
reflected glare. Output can be varied from 2,500 to nearly 
10,000 lumens per unit by use of 150-, 200- or 300-watt 
lamps; the silvered reflector is permanently sealed, and 
there is no light loss from depreciated ceilings, because 
Skylike carries its own 87 per cent reflection factor ceiling. 
Skylike units, 24 by 24 inches, can be recessed in lines, in 
threes, or in checkerboard arrangement. Or the unit can be 
surface-mounted. With a semi-silvered lamp bowl and a 
simple accessory, Skylike is adaptable for directional or 
accent lighting. 


Sylvania’s Model CL-283. 
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TOOLS OF THE OFFICE 


Discussing some of their fluorescent fixtures, Sylvania 
Electric Products Co. says “Our CL-283 fixture is one of 
our trim line series. This fixture capitalizes on the advan- 
tage of the 96 inch t-12 Slimline Instant Start Lamps. The 
fixture has lower bottom and plastic side panels and is of 
correct reflector design to provide fifty-fifty light distri- 
bution. The economy of the CL-283 can’t readily be ap- 
preciated since far less time is required to hang a single 
eight foot unit than it takes to install two four foot fixtures. 


to the emergency period since both use a minimum of steel 
and other scarce items proportionate to the amount of il- 
lumination they provide. le 

“The Wakefield ceiling integrates evenly distributed, low- 
brightness, glare-free illumination with effective sound con; 
trol, provides an ideal audio-visual enviroment for rooms 
where critical work is performed, and becomes an integral 
part, both functionally and esthetically, of the over-all de- 
sign of the room,” the manufacturer says. With this type of 
illumination, fluorescent lamps are mounted above a sus- 
pended ceiling of translucent corrugated acrylic plastic. 


«es! 2 


The F. W. Wakefield Brass Co. report that the physical 
construction of two types of luminous ceiling are favorable 


The following companies were contacted in the 


preparation of this month’s Equipment Roundup: 4900 West Grand Ave., Chicago 39, Ill. 


VISIBLE INDEX UNITS 

Acme Visible Records, Inc., 
Crozet, Va. 

Art Metal Construction Co., 
Jamestown, N. Y. 

Harry K. Ashley Co., 


2305 Cherry St., San Leandro, Calif. 
Boorum & Pease Co., 


84 Hudson Ave., Brooklyn, N. Y. 
Business Efficiency Aids, 
7916 Lincoln Ave., Skokie, Ill. 
Daco Card & Index Co., 
30! Congress St., Boston, Mass. 
Diebold, Inc., 
Canton, Ohio 
Elbe File & Binder Co. Inc., 
649 Alden St., Fall River, Mass. 
Fandex Inc., 
126 Liberty St., New York 
Ferris Busi Equipment Co., 
244 Great Meadows Rd., Stamford 
Conn. 
Filing Equipment Bureau, Inc., 
27 Melcher St., Boston, Mass. 
Globe-Wernicke Co., 
Norwood, Ohio 
Heineman Office Equipment Co., 
4.N. 8th St., St. Louis, Mo. 
Kinetic Novelty Co., Inc., 
295 Lafayette St., New York 
Herring-Hall-Marvin Safe Co., 
1550 Grand Blvd., Hamilton, Ohio 
Mastercraft Corp., Div. Shaw-Walker, 
813-903 Cobb Ave., Kalamazoo, Mich. 
National Blank Book Co., 
Holyoke, Mass. 
Remington Rand, Inc., 
315 Fourth Ave., New York 
Revo-File Sales Co., 
11 Park Place, New York 
Rol-Dex Div., Watson Mfg. Corp., 
Jamestown, N. Y. 
Rotodex Co., 
3003 Elm St., Dallas, Texas 
C. E. Sheppard Co., 
4401 2Ist St., Long Island City, N. Y. 
Stationers Loose Leaf Co., 
524 N. Broadway, Milwaukee, Wisc. 
Visi Record, Inc. 
32-36 45th Ave., Long Islan i 
Visible Index Corp., hig aa 
32-36 47th Ave., Long Island City, N. Y. 
Vue-Fax Corp., 
90 Gold St., New York 
Wheeldex Mfg. Co., 
40 Bank St., White Plains, N. Y. 
Wilson Jones Co., 
3300 Franklin Blvd., Chicago 
Wire-O Corp., 
Poughkeepsie, N. Y. 
Yawman & Erbe Mfg. Co., 
1045 Jay St., Rochester, N. Y. 
Zephyr American Corp. 
2 W. 46th St., New York 


A CORRECTION 


Last month, the address of Permoflux Corp., makers 
of Scribe, a  dictating-transcribing machine, was 
given incorrectly. Their proper address is: 


DESK LAMPS 


Almac Plastics, 

230 Fifth Ave., New York, N. Y. 
Acme Tile Products Co., 

350 E. 182nd St., New York 
Arel, Inc., 

4916 Shaw Ave., St. Louis, Mo. 
Art Specialty Co., 

3245 W. Lake St., Chicago 
Colonial Premier Co., 

460 W. Superior St., Chicago 
Copy Right Mfg. Corp. 

53 Park Place, New York 
Courtcraft Mfg. Co., 

P. O. Box 30, Cranford, N. J. 
Dodge, Inc., 

401 E. Sixth St., Los Angeles, Calif. 
Eagle Electric Mfg. Co., Inc., 

23-10 Bridge Plaza S., Long Island City, 

N. Y. 
Electro Mfg. Co., 

2000 W. Fulton St. Chicago 
Emeralite Co., 

38-40-42 Warren St., New York 
Ever Ready Electric Co., 

1214-1222 W. Madison Ave., Chicago 
Faries Mfg. Co., 

1036 E. Grand Ave., Decatur, Ill. 
Flexo International Corp., 

3245 W. Lake, Chicago 
Fostoria Pressed Steel Corp., 

Fostoria, Ohio 
Franklin Metal Products Co., 

1500-02 S. Wabash Ave., Chicago 
General Lamps, Inc., 

Elwood, Ind. 
General Lighting Co., 

1527 Charlotte St., New York 
Industrial Lamp Co., 

14 & Blaine, Elkhart, Ind. 
Laurel Lamp Mfg. Co., 

212 Fifth Ave, New York 
The Lehrolite Inc., 

53 Parker St., Wallingford, Conn. 
Lustra Corp. Of America, 

36 Washington St., Brooklyn, N. Y. 
Mario Mfg. Co., 

390 Fourth Ave., New York 
Marks Mfg. Co., 

700 N. Carpenter St., Chicago 
Mayfair Co., The, 

315 N. Desplaines St., Chicago 
Midwest Naturlite Co., 

224 W. Kinzie, Chicago 
Miracle Age Lighting Co., 

43 E. Green St., Pasadena, Calif. 
Mitchell Mfg. Co., 

2525 N. Clybourn St., Chicago 
Mutual Sunset Lamp Mfg. Co., 

540 Empire State Bldg., New York 


OFFICE MANAGEMENT AND EQUIPMENT 


Richter Metalcraft Corp., 

160 E. First St., Mt. Vernon, N. Y. 
Seinberg & Co., Inc., 

37 W. 26th St., New York 
Serolite Corp., 

11 White St., New York 
Sight Light Corp., 

Greenwich, Conn. 
Smith Metal Arts Co., Inc., 

1721 Elmwood Ave., Buffalo, N. Y. 
Swivolier Co., Inc., 

30 Irving Place, New York 
Van Dyke Industries, 

2559 W. 2\st St., Chicago 
Versen Kurt Co., 

Englewood, N. J. 


OFFICE LIGHTING FIXTURES 
Benjamin Electric Mfg. Co., 

Department TE, Des Plaines, il. 
Bright Light Reflector Co., 

Bridgeport, Conn. 
Curtis Lighting Inc., 

6135 W. 65th St., Chicago 
Day-Brite Lighting Co., Inc., 

5411 Bulwer Ave., St. Louis, Mo. 
Dazor Mfg. Corp., 

4485 Duncan Ave., St. Louis, Mo. 
Fairmont Lamp Mfg. Co., 

2021-53 Naudain St., Philadelphia, Pa. 
Frink Corp., The, 

2701 Bridge Plaza, Long Island City, 

N. Y. 
Gill Glass & Fixture Co., 

Tioga & Aglow Ave., Philadelphia, Pa. 
Gotham Lighting Corp., 

37-01 31st St., Long Island City, N. Y. 
Gruber Brothers, 

125 S. First St., Brooklyn, N. Y. 

Edwin F. Guth Co., 

2615 Washington Blvd., St. Louis, Mo. 
Holophane Co., Inc., 

342 Madison Ave., New York 
Lightolier, Inc., 

346 Claremont Ave., Jersey City, N. J. 
The Miller Co., 

99 Center St., Meriden, Conn. 
Mitchell Mfg. Co., 

2525 N. Clybourn St., Chicago 
Silvray Lighting Inc., 

1270 Sixth Ave., New York 
Sunbeam Lighting Co., 

777 E. 14th Pl., Los Angeles, Calif. 
Sylvania Electric Products, Inc., 

1740 Broadway, New York 
Wakefield Brass Co., 

731 S. Water St., Vermilion, Ohio 
Waterbury Companies, Inc., 

South Main, Waterbury, Conn. 
Westinghouse Electric Corp., 

Ist National Bank, Pittsburgh, Pa. 
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4837% Foam rubber overall. 
Modernly styled Executive posture 


eee ... rich, distinctive. 


sit in these distinctive and 
comfortable chairs .. . 
try them at your own desk 


‘Taylor CHAIRS for men 


who appreciate and demand the 
finest and most comfortable 


seating. 


4900%HR Deluxe high back 
with Posture comfort. For 
presidents and top executives. 


4813 Club chair comfort. 
Modern yet not modernistic. 


Write for catalog and name of nearest dealer 


The‘Taylor Chair Company 


Bedford, Ohio, U.S.A. 
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One Year Later 


(From page 50) 


of accounting system which was revolutionary in that 
field and which separated functions which are con- 
ventionally a one-floor operation. This has resulted in 
an increase in operating cost, but the plan more than 
makes up for this in its flexibility and the improve- 
ment in service it makes possible in counter operation. 
This July, for instance, it was found possible to com- 
plete 5,000 individual transactions easily in a day, 
which, under any other system, would have been vir- 
tually impossible. 

Customer relations, too, have been improved as the 
result of the new quarters. There has been a substan- 
tial gain in the number of customers, and repeated 
expression of satisfaction by them as to the beauty 
and convenience of the offices. 

“I am not sure that there is a positive correlation 
between the improvement and expansion of quarters 
and the reduction in the rate of employee turnover we 
have experienced over the last year,” says Mr. Bodfish. 
“But we do know that over this period we have had 
far less turnover than ever before, and in my opinion 
morale and personal satisfaction are better than they 
have ever been. 

“In our particular business, it is of utmost impor- 
tance that the quarters of the organization shape up 
well in all respects and reflect the stability of the 
institution and the service nature of the business. We 
have been most satisfied with what we have done here 
to accomplish these purposes.” 


Dr. Coleman Maze Dies 


Dr. Coleman Lloyd Maze, management consultant and 
acting chairman of the department of management and 
industrial relations at the New York University School of 
Commerce, Accounts and Finance, died August 9th at Doc- 
tors Hospital in New York. 


Born in Marshall, Ky. in 1894, Dr. Maze was a graduate 
of New York University, and held three graduate degrees. 
He joined the faculty there in 1923, and became a full pro- 
fessor in 1941, but he did consulting work in the manage- 
ment field from 1923 on. 

Dr. Maze served as president of the National Office 
Management Association during the year 1942-43. Prior 
to this he had been president of the Office Executives 
Association of New York, NOMA’s local chapter. He was 
also a director of the National Management Council, a 
vice-president of the American Management Association, 
and the recipient of NOMA’s Leffingwell Medal in 1947. 

A prolific writer and speaker on management subjects, 
Dr. Maze was the editor of the “Office Management Hand- 
book.” He is survived by his wife Mrs. Cecilia Scanlan 
Maze, and a daughter, Nancy Maze. 


Time and Motion Study Clinic 


The 15th annual time and motion study and management 
clinic, sponsored by the Industrial Management Society, 
will be held at the Sheraton Hotel, Chicago, November Ist- 
2nd. According to Ralph H. Landes, Western Electric Co., 
chairman, more than 2,000 industrial engineers, works man- 
agers, plant superintendents, and supervisors are expected 
to attend the technical sessions. 

Top industrial leaders will discuss the latest developments 
in the fields of time study, motion economy, job evaluation, 
methods, plant layout, materials handling, and human rela- 
tions. Information regarding the clinic can be obtained 
from the IMS at 35 East Wacker Drive, Chicago. 
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SCRAP BOOKS . BUSINESS PA’ og #® 
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Sanford Ink Company 
Bellwood, Illinois 
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ACCEPT FREE TRIAL SIZE TO 
DEMONSTRATE ITS SUPERIORITY 


Please accept a demonstration size of a revolutionary 
new paper cement. A paper cement that is 

actually permanent—yet has working advantages 
such as these: It’s non wrinkling 

even on tissue. Though it is permanent, you can 

pull up or shift mounted items until 

they’re permanently set. Excess Grippit rubs off clean. 
This new cement—Grippit—will not 

discolor pure white or delicately tinted material. 

It simplifies pasting and mounting problems 

in every office. It’s perfect for 

permanently mounting company photographs, 
letters, documents, riders or other important papers. 
Each jar of Sanford’s Grippit Paper Cement 

comes complete with applicator top. 


r------- 


! Sanford Ink Company 
Bellwood, Illinois 


Please send me the introductory size bottle of Grippit. 
Enclosed you will find 10c to cover postage and mailing. 


FIRM NAME 


ADDRESS, 


INDIVIDUAL NAME, 


CITY. STATE. 


Ga 
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BASSICK 
DIAMOND-ARROW CASTERS 


io <e smooth - rolling: 

-swiveling casters. 
peels rubber - tread or 
««Atlasite” hard composi- 
tion wheels. Types for 


nd metal chairs, 
wood a an 


BASSICK 


CHOOSE BASSICK 


Specify Bassick for the finest in casters and floor 
protection equipment. There’s a type for every pur- 
pose in the world’s largest line. Sold at leading 
office supply stores. THE BASSICK COMPANY, 

Bridgeport 2, Conn. Division of 
“TN Stewart-Warner Corp. In Canada: 
~~ Bassick Division, Stewart- 
4 Warner-Alemite Corp., Ltd., 
4 isc Belleville, Ont. 
Ss s 
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(From page 37) 

room is painted in off-white and has one solid wall 

of blue, while the room housing the Dreyfus Fund 
executives is painted in off-white with a wall painted | 
in coral-red. 

The research department’s room is in blue-grey, 
the order room in gold, and the municipal bonds 
room in tan, grey, and off-white. Touches of color are 
introduced via coral-red seat covers and chairs for 
customers and brokers. 

The new Dreyfus offices occupy the entire second | 
floor (12,000 square feet) of 50 Broadway, extending 
through the building from Broadway to New Street. 

A special desk has been designed for Mr. Dreyfus 
which can double as a conference table and which 
contains such conveniences as desk drawers holding 
pencils and pads on the visitor’s side as well as on 
his. A plant box and a printed ceiling-to-floor drape 
provide the background for an informal sofa group- 
ing around which twenty men can comfortably gather | 
for a conference without the customary barrier of an 
imposing desk. In line with this kind of thinking, 
Mr. Dreyfus had the low work table in front of the 
sofa custom-built so that it can be pulled out into 
one long desk for informal groupings in his offices. 

Adjoining Mr. Dreyfus’ office is the conference 
room, affording additional space for the overflow 
when conferences are too large for his own office. 

The over-all plan of the offices was blue-printed 
only after considerable research on the amount and 
flow of traffic in brokerage firms. The set-up now 
represents the most direct circulation and access to 
those departments whose work relate to one another, 
with conflicting relationships cut to the minimum. 
The order room, for example, is conveniently located 
joining the board room and is flanked on one side 
by the municipal bond department and by the re- 
search department on the other. Similarly, both of 
these departments face the board room and connect 
with the mail and mimeograph section. 

The remainder of the departments—bookkeeping, 
margin and clerical, etc.—are broken down in various 
geographical divisions and are in a large open area, 
with the cash and securities sections enclosed in a 
wire screen. 


Pace-Setting Offices 
| 


Office Equipment Exhibit Sept. 23-27 


The latest in office equipment will be among the products 
exhibited at the eighteenth annual meeting of the National 
Association of Food Chains in Washington, D. C., Septem- 
ber 23rd-27th. Among the exhibitors and their products 
will be: Dictaphone Corp., inventory records and tran- 
scribers; Mosler Safe Co., safes, vaults, and vault equip- 
ment; Simplex Time Recorder Co., time recorders. 


Kee Lox Kopy-Aligner Takes First Prize 

Winner of a prize for appropriateness and economy at 
the recent annual convention of the National Paper Box 
Manufacturers Association is a new copy-aligning device 
brought out by the Kee Lox Manufacturing Co., Rochester, 
N. Y. Known as the Kopy Aligner, the patented device is 
designed to streamline office work involving the use of car- 
bon paper. Carbon sheets are said to wear evenly and time 
is reportedly saved by means of an assembly of auto- 
matically alternated carbons and second sheets. 
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wil and nd essentially monetary 
nature of the industri inventory 
cannot be overstressed! It is money 
that represents roughly 20° of a 
corporation's assets. Uncontrolled 
inventories have been responsible 
for more business failures than any | 
other single factor. In order to 
properly control inventories it is 

essential to have production, sales — 
and budgetary controls as well. 


_ VUE-FAX vertical visible control 
systems will effectively do thisand = 
are your guarantee for efficient 
and thorough factual information 

at a moment's notice. q 


U.S. Rubber Co., Ford Motor ra! 
raga eee nea ui rm 9 9 - Porettaa tins 
astman Koda °., an nited | _, sd 
_ Aircraft Corp. are but a few out- «Elimination of duplication in ordering { 
“standing corporations who today  -—s—s—CS~tsés’‘~Pittive Check against material! iss — 
are nan Hoa a their inventory = 
with VUE-FAX — ase 
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SHAPES AND STYLES 


Save WORK 
TIME 
TEMPERS 
MATERIAL 


The long and short of erasing efficiency lies in the 
all-around savings and clean work of quality-made 
Weldon Roberts Erasers. 
right shapes, styles, sizes and textures to do given 


They come in exactly 
erasing job best. They remove the risk of messy 
erasing with its frequent re-doing of an entire 
piece of work. 


121 ELLIPTIC Soft, gray eraser in 
handy elliptical shape for pencil and ink 
erasures on all types of work; typing, 
accounting, drafting, hand-writing. 


930 ENSEMBLE 

Give one to every 
office worker. En- 
semble is an eraser 


ink pencil rubber 
joined to soft, gray 
ink eraser. For ink, 
pencil and crayon 


erasing. 


340 CORAL PINK : 

Soft, pink pencil eraser in 
immensely popular ‘‘stubby,’’ 
double-beveled shape. A 
highly versatile eraser for 
general office and drafting 
room use. 


Ask your office supplies dealer to recommend the 
Weldon Roberts Erasers best suited to your re- 
quirements, 


WELDON ROBERTS RUBBER CO. 
Newark 7, N. J. 


America’s Foremost Eraser Specialists 


Walden Roetls Enaneanr 


Correct Mistakes tn Any Language 


ek 
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File So Much So Long? 


(From page 35) 
Fire Protection Association standard of vital, impor- 
tant, useful, and non-essential. The contents of each 
class are probably known to many of you. 

Vital records would be irreplaceable records essen- 
tial for the restoration of the business—property 
plans, inventories, original books of account and 
supporting papers, audit reports, tax returns, ac- 
counts receivable, accounts payable, engineering rec- 
ords, stock and bond records, records required by law, 
charters, franchises, deeds, minutes of directors’ meet- 
ings, and major contracts. 

Important records are those which can be repro- 
duced only at considerable delay, expense, and labor 
—operating and statistical records, minor contracts, 
credit files, sales records, designs in process, experiment 
records. This classification will be a valuable guide 
for determining the over-all length of retention of 
each type of record. 

Use as a guide, the various published retention 
schedules that are available, to make sure that you 
have ferreted out all the conceivable records your 
company has. Consider how long other people keep 
certain items. But there are extremely few instances 
where you can adopt such a schedule, whole hog. 
This is one point at which sauce for the goose is not 
sauce for the gander. Your own usage and needs must 
be the specifics to guide you in how long your com- 
pany really needs a record. 


A DIVIDEND 

As an offshoot and dividend from this inventory, 
you will discover, uncover, and recover many things 
about your business that were unknown previously. 
You will find duplications of effort that should amaze 
you—blatant flaws in procedures that can be changed 
to reduce costs. I always am sorry when I hear of a 
firm which, in the panic of getting rid of mountains 
of material quickly, works on the theme of “Throw 
everything out that is over six years old”—or ten 
years, or four years. This mass decimation can only 
create problems, for this violence is so final. The op- 
posite swing of the pendulum is the ultra-conservative 
and equally unsensible “keep everything—just in 
case. 

The inventory permits judicious “weeding” of your 
records. It can be more effective in eliminating bulk, 
with the added advantage of the dog being in com- 
plete control of his tail-wagging. 

Let me reiterate the classic example: 

In your company, there is a four-part form of which 
100 copies are produced daily and distributed as nec- 
essary working data to the sales, manufacturing, pro- 
duction, and accounting departments. At the end of 
the year, 26,000 sets have been produced, or 104,000 
single sheets which need to be processed and handled 
in each of the four departments. It has been custom- 
ary to keep the forms for ten years—one million 
papers. 

Through the detailing of usage on your inventory 
card, you find that the sales department refers to the 
record for five years, the manufacturing department 
for two years, production for one year, and account- 
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Exhaustive products tests made by 
SWINGLINE engineers and confirmed by 
on-the-spot competitive testing by one of 
the leading corporations in the world — 
have actually measured the superior 
quality of SWINGLINE staplers. 


in HERE IS THE PROOF! 


SWINGLINE No. 4 Stapler alone, scored 96% 
our on Performance. Others, including those higher 
alk priced, ranged from 69% to 86%. 
SWINGLINE No. 4 Stapler, alone, showed ab- 
solutely no sign of rust. Others, including 
those higher priced, showed moderate to ex- 

treme rust. 
| Get the most for your office overhead dollar. 
Specify SWINGLINE and be sure! 


No. 4 DESK MODEL 


featuring the “OPEN CHANNEL” for split- 
second loading. Engineered stroke control pre- 
vents jamming. In modern grey crackle finish 
or handsome decorator colors with chrome. 


SPEED products company, inc. 
oe 32-01 QUEENS BLVD. * LONG aa hi A B ag 
73 | 
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GOT THESE 


BRITTLE LEADS 


that break up 
in the wood ? 


GRITTY LEADS 


that scratch 
the paper ? 


XANSOLUBLE © 1818 CA 


=i 


ull 
= 
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CHALKY LEADS 


that can’t 
keep a point? 


=GEN 


CHANGE toa 
writing treat 
that 


GENERALS 


Carbo-Weld PENCILS 


EXTRA-STRONG, EXTRA-SMOOTH 
SEMI-HEX 
Office Pencil. 5 degrees: No. 1-2-22/4-3-4 
COLOR-TEX 
Thin Lead Colored Pencils (Wet Proof), 30 brilliant colors. 
Packaged in sets of 12 and 24 assorted colors. 
ORDER THEM FROM YOUR DEALER 


GENERAL PENCIL COMPANY 


. 67-73 FLEET STREET, JERSEY CITY 6, N. J. 


RMINE—_|- 


ing for six months. Destruction selectivity immediately 
cuts back your over-all retention to 50,000 papers at 
the end of one year, a most respectable saving, and 
you have not deprived anyone of any of the papers 


really needed. The example is not fantastic or un- | 


usual—it occurs to a greater or lesser degree in every 
office. 

To me, forms are the easiest type of material to 
work with because they are standard and compar- 
atively simple to pin-point. And you certainly can 
get dramatic results. 


The “Jonah” in the program is the massive accum- | 


ulation known as correspondence. There is a “Tabu- 
lation of about 115 Common Papers Found in a Nor- 
mal Business Office, with Length of Time Retained,” 
which is charted in Retention and Preservation of 
Records with Destruction Schedules published by the 
Chicago Bureau of Filing and Indexing. This book- 
let, incidentally, is one of the best dollar investments 
you can make. In the tabulation, participated in by 
forty-eight nationally-known companies, correspond- 
ence varies in retention from a minimum of six 
months to a maximum of 20 years, an average of five 
to six years, with some firms reporting that certain 
types of correspondence are kept permanently. “Per- 
manent” is 100 years by one governmental definition. 
This variance can certainly be wildly confusing, to 
say the least. 


A RULE OF THUMB 


I have a rule of thumb that has as its basis the 
following vaguely outlined formula: The bigger and 
more complex the product, the more it is necessary 
to refer to correspondence about manufacturing and 
selling. 1 am always a bit sheepish in trying to state 
it, because it doesn’t come out in “English” due to 
the “converselys,” the “ifs,” the “ands,” and the 
“buts.” 


What I mean is, that if you manufacture tooth- 
picks, you have a “closed” sale, without complications 
or rebuttal, but if you manufacture locomotives or 
machine tools, there can be many essential factors 
entered on correspondence between the time of start- 
ing negotiations, the time of delivery, and the time of 
obsolescence. Elasticity is an individual company ne- 
cessity. 


Those of you who came down to the American 
Management Association office management confer- 
ence in New York two years ago undoubtedly recall 
Mr. Berni’s paper on “No Filing—No Costs” which 
explained the non-filing system for correspondence at 
Procter & Gamble. He proposed this rule: 


“Retain the file while the subject under discussion 
is still open or pending and until all questions are 
answered. Then, as soon as the last letter has been 
written which closes the file, consign the entire file 
to the wastebasket. Retain only files that are in the 
process of being handled (sometimes these are called 
‘suspense’ files) and dispose of the file as soon as it 
is closed.” 

After Mr. Berni made this statement, I had the 
feeling that the audience had to pick itself up off the 
floor before it could continue to listen. At one time 
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Cut COLLATING 


Simple motions with both hands at the same time comply 
with latest principles to promote highest Efficiency yet 
minimum of fatigue. Assembly of Carbon with second 
Sheets is simple yet precise and easy. Hands do not 
touch the coated surface of the Carbon, the assembly is 
completed with saving of time as well as automatic 
alternating of Carbons on each assembly, thereby wear- 
ing out each sheet of Carbon evenly, saving on purchase 
of Carbon. 


This patented device is the result of much study by our 
Engineers who have made obsolete the old “Model T” 
methods of assembly of Carbon for manifold work in an 
Office. 


PRIZE ATLANTIC CITY 1951 
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COSTS 


This Kopy Aligner Device was awarded FIRST PRIZE 
for both Appropriateness and ECONOMY at Atlantic 
City at the Annual Convention of The National Paper 
Box Manufacturers Association 1951. 


Kee Lox will back up this wonderful device using Kee 
Lox Kopy Aligner Carbon by sending to ANY OFFICE 
MANAGER, PURCHASING AGENT or SECRETARY, 
FREE, no obligation whatever, one Box with 25 Sheets 
of Carbon, the size you use, if requested on the Letter- 
head of your Company. Only a small request of you, 
but the samples we send will repay you many, many 
times over. 


Pd 


oak am a eal aia a ge eS SS RS EA ee ee ” 

| 

MAIL TODAY ==> | KEE LOX MFG. CO. ; 
THANKS | Rochester 1, N. Y., U. S. A., Room 10 : 

; Please send FREE samples and Box as above to | 

PWM oo cece ccceventeseenesnntenatarsaveccesenvdussanapnung sanevegnusasea te ceoneneseee I 

KEE [ox, DIMI os | v nanie s MMM aeiaes Dae eades GUiiied sx Sdasap tee sess eee eein we pee 
We use Machine, check please ! 

Manufacturing Co. | C] Electric ] Noiseless CL) Standard 
Y.U.S.A Maximum Copies at one time.................. i 

Reckester t, H. ¥.. ©. 5. A. | Write on Letterhead and attach one Second Sheet used in Manifolding. ] 
ey See eee 4 ETT OCT ee Pr ee See eee a } 
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finest checking and 
marking crayon made! 


es 
es 


sare 


ro 


i Bn 
= MADE IN U.S.A. STAON AL No.9 5B 


PERMANENT 


a Oe. oe Oe. 


waTsmen oor 


wt STAONAL 


LD 
MATERP ROOF 


LL 
Pert aers q 


SPECIAL CRAYONS FOR EVERY USE 
AND EVERY KIND OF SURFACE 


There is a Staonal for marking Boxes, Crates Bundles, 
Paper Parcels, Shipping Tags; for China, Glass, Cellu- 
lose, Plastics, Tin, Metal, Textiles, Leather, Wet and 
Dry Lumber, Rubber, Paper; Oily, Wet or Dry Sur- 
faces; for use in Bowling Alleys. 


All are free from grit, waterproof and permanent, or 
washable, as required. Made in a wide variety of 
types, shapes and colors for every imaginable marking 
purpose. Packed one dozen sticks in a box, one gross 
in a container. 


No. 2 is the outstanding crayon for general 
marking, express packages, shipping containers, etc. 


Gold Medal Products 


BINNEY & SMITH CO. 


41 East 42nd Street, New York 17, N. Y. 
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or another I’m sure we all had heard of the procedure 
followed in mail order companies and accepted it as 
applicable to their business, but, “ours is different.” 
Department store billing and sales slip return is an- 
other variation. But this was a business more nearly 
comparable to our own. Mr. Berni went on to say 
that “it would seem that the ordinary correspondence 
file is very frequently used as a medium to establish 
an alibi—something which can be dug out of the 
archives to prove that something or other was said at 
one time or another.” ‘This is a shoe that fits too 
many companies so well that they might have been 
models for the last. 

The Procter & Gamble plan is a bit too drastic, I 
think, for wholesale adoption, but, again in the me- 
dium range of the pendulum swing, there is a simple 
procedure that can effectively operate selective de- 
struction for correspondence. I call it the “block 
plan.” 

WHEN THINGS ACCUMULATE 

When I went in to the National Board of the 
Y.W.C.A. to reorganize and centralize their files in 
1940, one of our main problems was how to get rid 
of some of the accumulated years’ of “stuff.” An un- 
importantly small percent fell into that blessed classi- 
fication of “forms.” Ninety-five percent of the volume 
was correspondence—program planning, policy situ- 
ations, financing matters, field reports, as well as the 
usual routine transmittal letters. Some of the local 
association letters had been destroyed after a “‘seemly”’ 
period—a gentle fifteen or twenty years—but all the 
words of the foreign field staff had been carefully 
preserved since the day the first secretary had sailed 
from these shores. It was a dusty job, to say the least, 
and it was extremely interesting to go over the letters 
and reports of the work being done in the ’go’s and 
early part of the goth century in China, India, Japan, 
the Philippines and so on. But 75 to 80% of the 
material was decidedly not vital. 

We did not have the space to keep everything a 
“seemly” period, we could not arbitrarily dump out 
everything, we could not afford additional cabinets, 
and yet we had to retain material of historical value. 

I had a plan, and spent quite some time in dis- 
cussing it sub rosa with various members of the pro- 
fessional staff, before it was agreed that it could be 
openly proposed as a solution. Performers in a Broad- 
way opening could not be more alert for cues than my 
“primed” questioners at the first general staff discus- 
sion. We knew that there would be three or four 
staff members who would be adamant and _ protest 
that it would be breaking tradition, etc., etc., and 
would be vocal enough to create a nice dignified riot. 

However, I had a wealth of ammunition to draw 
upon. The example, par excellence, was the letter 
from the staff lady in India who wrote to New York 
asking that someone purchase and send to her one 
pair of Ground-Gripper shoes, size 94D (a gunboat 
size in women’s shoes). I omitted mentioning the 
date until I had completely read the letter, for it 
would have spoiled the fun to have indicated that the 
request was received in the year 1905 and had been 
carefully cherished over the intervening thirty-five 
years. Even the adamant souls capitulated. 

(To page 78) 
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- Work Flies 


\ Faster than Time 
~ at this Desk! 


Pisa makes office work flow faster and smoother than a 
comfortable, efficient desk. And that’s exactly the thought we had 
in mind when we designed the STEEL AGE Stenographer’s Desk. Every sturdy inch of this streamlined 
beauty spells work-ease and convenience. Ball bearing suspended drawers float open at a touch, 
adjustable gliders provide individual working height comfort and sloping stationery 
shelves keep letterheads, carbon sheets and forms separate, clean and easy to get at. 
And every construction detail reflects the fine craftsmanship and pride in product quality 
that have long been traditional at Corry-Jamestown. See the STEEL AGE Stenographer’s Desk 
and you'll know why people from coast to coast say “Buy STEEL AGE 
and you buy the finest in steel office furniture”’. 
CORRY-JAMESTOWN MANUFACTURING CORP. 
Corry, Penna. 
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EXCEPTIONALLY FAST DELIVERIES 
Al 
YEW Cg 


We deliver 
1-TIME CARBON 


OUT 


Yt “YY SNAP 


while others may 
ask you to wait! 


Over 30 years 
STYLEZ of know-how—com- 
plete modern plant— 


competitive prices. 


Get Hygrade 
forms “Yesterday”! 


Y Call us now and let 
Y us prove it. 

EVERY TYPE OF 
PRINTING FOR 
OFFICE AND FACTORY: 
1-TIME CARBON FORMS 
COMMERCIAL FORMS 
MANIFOLD BOOKS 


BOOKKEEPING 
MACHINE FORMS 


ae 


: PAPER 
Z PAYROLL & Y 
ZNOUCHER. CHECKS / — 


We not only SELL... but SERVE 04 well / 


SO mq «ESTABLISH 


0 1920 ee 


§] ation SERIAL 2 


‘ 


Algonquin 5-4530-1-2-3-4 
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| 1953; five years, until 1956. The file copies would be 


extensive stocks—' 
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(From page 76) 

After all the build-up, the proposed block plan was 
very simple. In the upper righthand corner of each 
file copy sheet, a series of four blocks was printed 
vertically with “Retain 1 yr.,” “2 yrs.,” “5 yrs.,” and 
“Permanently” in front of them. ‘The department 
name was printed above, and space for follow-up—a 


system also officially instituted at the same time—be- 
low the blocks. 


In this plan, before a letter is sent to file, the proper . 


retention date is checked by the dictator to indicate 
how long the letter is to be retained. All material 
must have the retention period checked or marked 
(on incoming mail to which no reply is necessary) or 
it is returned by the Records Bureau. 
Correspondence checked for one year in 1951 would 
be kept until the end of 1952; two-year material, until 


placed in their proper folders regardless of retention 
date and at the end of 1952 the clerks would check 
through and pull all 1951 one-year letters, and de- 
stroy them. At the end of 1953, all 1951 two-year 
letters would be destroyed. The 1951 folder, now 
culled to 15 to 20% of its original volume, would 
remain static until 1956 and then be reviewed by the 
dictator for additional retention or final disposal. 


A “control chart” with examples of the type of 
material for each period was distributed at the meet- 
ing as a guide. 

This procedure works equally well in any type of 
filing system, but it is particularly useful in technical, 
executive, and planning files. It eliminates bulk de- 
struction, but pares down volume automatically. ‘The 
chore of re-reading all letters to appraise them is re- 
moved. But, most important, it places the onus for 
retaining valuable papers on the persons who are best 
able to judge their importance. 

The National Board has now been through a series 
of six “maturities” of the five-year retentions so that 
its experience has been time-tested, to its great satis- 
faction. The plan has been adopted elsewhere with 
equal success. 


WILLINGLY COOPERATIVE 


If you have mental doubts as to the advisability 
of adding another straw to the load your top execu- 
tives are carrying, by asking them to indicate reten- 
tion dates when dictating, let me hasten to assure you 
that you will find them willingly cooperative—if you 
have developed your proposal with the proper posi- 
tive approach, that is. As with any new idea, its suc- 
cess is dependent on the amount of good salesmanship 


_ you place behind the initial planning and presenta- 


tion. And, of course, as usual, it does require the 
usual check-back and follow-up, at regular intervals 
after its adoption. 

The theory that “old soldiers never die, they just 
fade away” does not apply to record accommodations. 
Would that it were so! But unfortunately records are 
extremely prolific and require an aggressive, definite, 
and active approach to keep them under control. 

That they are an expense, that by and large we are 
inclined to hang on to more than we need, are facts 
borne out by any set of statistics you might want to 
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roper . 
licate . — H 
terial Quality, efficiency and years of dependable service 
arked have placed the Bert M. Morris Company foremost 
y) or in the field of better Desk Top Equipment. Many 
— famous users have their emblems imprinted in gold. 
J 
until 
ld be MORRISET — the constant- 
. flowing, all-round writing 
ntion implement that holds a 
check full 2% ounces of ink for 
% months of writing without 
t refill, Absolutely will not THERE 1 NO suBstiTUTE 
-year flood. Choice of five quick- po are gem ard 
now ly replaceable “thread-in” pe trt 2 tipped points 
: agg a 
, points — extra fine, fine, d om a => coaen 
ould medium, broad, stub. for woriteability. — 
y the 
sal. 
ve of 
meet- 
pe of 
nical, 
k de- 
The 
is re- 
s for 
- best 
STURDINESS e EFFICIENCY 
series SMARTNESS 
that These are combined in the 
Satis- superior design of all Desk Top jon, rabilit’ 
with Equipment manufactured by 
THE BERT M. MORRIS CO. ra 
The setting shown — pen set, 
oo memo pad, letter tray, ash tray, ae 
bility bookends and phone rest are a 
xecu- rich appointment to any desk — Sear 
eten- the stamp of an exacting, effi- MEDIUM 
> you cient executive. The complete ~<eagie 
you setting retails for little more than FINE 
posi- BERT M. MORRIS CO. Desk Top Package Deals #100 and #200 the cost of one higher priced — 
: suc- Inquire about the surprisingly low cost of completely comparable fountain pen set. =e fie 
iship furnishing a desk with these items. 
enta- 
> the 
rvals 
just 
geen FOUNTAIN PENS — an effi- BOOK ENDS—at last— MEMO PADS—available in LETTER TRAY—strong two ASH TRAY—Areal He-Man 
is are cient and economical pen inexpensive book ends to two types. With jewelers point suspension allows ash tray. Glass lined, per- 
is set with ‘‘thread-in’’ point match modern office fur- bronze bar that drops as access from entire front fect for any desk or con- 
inite, section. A real time and niture. paper is used, or standard and both sides. Tiers ference table. 
1 money saver in any office. box style. quickly added, legal or 
° letter size 
e are 
tape BERT M. Mor RIS CO. bept.P-i, 8651 WEST THIRD STREET—LOS ANGELES 48, CALIFORNIA 
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Waste handling costs shrink with 
new, improved Vul-Cot waste 
baskets. 


@ Last longer, are practically in- 
destructible 

@ Cut maintenance and replacement 
costs 

@ Stand hardest wear, rims do not 
break 

@ Colors do not chip off—they are 
part of the fibre itself 

@ Unlike waste baskets made of wood, 
will not splinter, aren’t heavy 

@ Unlikewaste baskets made of metal, 
will not dent, rust or corrode 

@ Are lightweight, easy to handle 
and clean 

@ Provide luxury at an economy 
price. Slight additional first cost 
saved many times over due to long 
life and lasting good looks 

@ Are guaranteed for five years 


@ Are perfect for schools, offices, 
institutions 


You're assured many years of service 
—lower costs—with Vul-Cots. Write 
today for catalog price sheet: Dept. 
OM-9. 


The Round Taper—most popular of all 
Vul-Cots for general office and school- 
room use. Takes little space, is neat 
and attractive. Two sizes, nos. 2 and 3. 
The Square Taper—a distinctive style, 
popular with executives and ideal for 
reception or board rooms. One size, 
no. 5. 

The Round Straight—specially designed 
for washrooms, basements, ticker 
rooms, lobbies, shipping and mailing 
rooms. Two sizes, nos. 9 and 10. 
Colors— All sizes made in standard col- 
ors—maroon-brown and olive-green. 
Gray also available for use with gray 
office furniture. 


For sale by stationers and school supply 
houess everywhere. 


co. 
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consult. That you need to do something is, I trust, 
self-evident. 


I am always tickled at one of the phrases we use 
so frequently in the records management field—‘the 
disposition of records.” And how are your records 
feeling today? Are they happy and cheerful little 
pigeons or are they suffering from a bad case of mal 
de mer, with a ghastly green around their gills? 

I hope I’ve been able to give you some ideas about 
how not to file so much so long. Tain’t easy, but it 
can be done. 


ASSOCIATION NEWS 


The famed Edgewater Beach Hotel in Chicago will hold 
the Life Office Management Association’s 28th annual con- 
ference September 24th through the 26th. Included in the 
program will be papers on “Some Implications of the Cur- 
rent Economic Trends on Life Office Operations”, “Devel- 
opment and Use of an Organization Manual for a Small 
Company”: “Fast Reading Training Technique for Clerical 
Workers”, “Development and Use of a Simplified Ordinary 
Policy Form”, “Home and Field Office Practices and Pro- 
cedures in Paying Death Claims”, “Selection, Training and 
Supervision of Branch Office Cashiers”, “Interpretations of 
the Wage Stabilization Act Applicable to Office Personnel”, 
“Industrial Insurance Home Office Procedures,” and many 
others. , 

Panel discussions in which the audience can effectively 
“sound off” are plentiful on this program. Luncheons, re- 
ceptions and of course planned entertainment, will offer 
LOMA members diversion. 


Leo J. Dunn, assistant to the executive vice-president of 
Veeder-Root, Inc., Hartford, Conn. manufacturers of count- 
ing equipment for industrial machinery, has been elected 
president of the Society for Advancement of Management 
for 1951-1952, it is announced. 

Elected with Mr. Dunn are Edward W. Jochim, Personal 
Products Corp., executive vice-president; Bruce Payne, 
Payne & Associates, treasurer; Howard K. Hyde, Depart- 
ment of Defense, secretary; and Dillard E. Bird, manage- 
ment counsel, Westfield, N. J., director-at-large. 


The annual golf tournament of the Office Management 
Association of Chicago was held at the Itasco Country 
Club, in that city, recently, with ninety-one teeing-off. Well 
over one hundred members attended the dinner. Golf prize 
winners included Thomas Phee, McIntosh Paper Co.; Ken 
Garry, Kraft Foods Co.; and C. R. Thompson, Citrus Prod- 
ucts Co. The tournament arrangements were handled by 
George A. Roubik of the association. 


From Duluth, Margaret H. Rosen, president of the Minn- 
Arrow chapter of the National Secretaries Association, re- 
ports lively interest among the secretaries of that city in 
chapter activities. 

Chapter meetings are held once a month and include a 
business meeting and a planned educational program. Mrs. 
Rosen reports that the various committees charged with 
meeting arrangements have been able to present each sec- 
retary with some souvenir token used in her secretarial 
work, such as pencils, pens, erasers, rubber bands, note 
books, etc. The Minn-Arrow chapter has a membership of 
fifty girls. Mail address is 2631 W. Superior St., Duluth, 
Minn. 


The Birmingham, Ala. chapter of the National Associa- 
tion of Cost Accountants was proclaimed the winner of an 
international performance competition among 107 chapters, 
for the association’s Stevenson Trophy for 1950-1951. 


(To page 84) 
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EQUIPMENT ROUND-UP 
TOOLS OF THE OFFICE 
SERIES FOR 1951 


JANUARY 


Executive chairs, office safes, and check 
devices. 


FEBRUARY 


Typewriters, copy holders, time record- 
ers, wardrobes and lockers. 


MARCH 


No “Tools” feature this month. 


APRIL 


Fans, air circulators, air conditioning 
units, and water coolers. 


MAY 


Floor coverings, mailroom equipment 
and machines. 


JUNE 


Bookkeeping machines, payroll ma- 


chines and systems, intercommunica- | 


tion equipment. 


JULY 


Staplers, numbering machines, and 
secretarial posture chairs. 


AUGUST 


Adding and calculating machines, mic- 
rofilm equipment, and dictating ma- 
chines. 


SEPTEMBER 


Desk lamps, office lighting fixtures, 
and visible index units. 


OCTOBER 


File cabinets and transfer files. 


NOVEMBER 


Executive desks and supply cabinets. 


DECEMBER 
Filing supplies. 
September, 1951 
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Your entire organization 
ae, should know what your 
.< Photocopy machine can do 


You'll get full value from 


your investment—and save 
dollars every day—when 
everyone in your 
organization makes full 
use of your present 
photocopy machine. 
This equipment is 
designed to serve— 
_ and save—wherever 
— there are papers and records 
to be duplicated—in accounting, 
purchasing, sales . . . all departments. It eliminates 
the need for costly manual copying, proofreading 
—gives you photographically accurate and 
complete copies of anything typed, drawn, 
written, or printed. 


For best results use 


Kodagraph Contact Paper 


This paper is made by Kodak for use in all 
types of contact photocopiers. It reproduces 
documents in dense photographic blacks, 
clean whites . . . with new sparkle 
and legibility. And it’s easier, 
more economical to use—no more 
split-second timing or trial-and- 
error testing. Order it...and 

see for yourself. 


Xodagraph Gontaet Paper 


"THE BIG NEW PLUS’ IN THE OFFICE COPY FIELD 


,) 


EASTMAN KODAK COMPANY 
Industrial Photographic Division 
Rochester 4, N.Y. 


Mail coupon for 


free booklet af 
72 


Gentlemen: Please send me a copy of “Modern Drawing and Document Repro- 
duction”... your new, free booklet giving full details on Kodagraph Contact Paper. 


Name. 


Department, 


City _Zone 
TRADE-mMARK 
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Story 


SHORT! 
Ose... 
— Le 
Suapgasy 
One-Time 
7 Carhon-Interleaved 
i) BUSINESS 
FORMS 
For SPEED... 
ACCURACY.. 
“eee. ECONOMY 
TAILOR-MADE. to meat 


Snap-Easy Sets * Continuous Forms 
Fold-over Statement Forms. 


Exclusive, but Not Expensive! 


Expert Staff . . . Complete Facilities . . . 
Prompt Service . . . . Reasonable Prices! 


Make your next office form a Snap asy- 


SOLD THROUGH DEALERS 
For Prompt Quotations, Write Today! 


Arthur J. Gavrin Press, - 


ce DEPT. M, GAVRIN PRESS BLDG. __ 
New Rochelle + New York — 


Salary Adjustments 


(From page 31) 


reached the top salary for her position. The follow- 
ing year, therefore, she asked for the same figure she 
had been getting, “as agreed.” 

When she stepped in for her conference—a mere 
formality, she supposed—she was in for a surprise. 
Mr. Roper had taken into account the fact that while 
her position remained the same the scope of her work 
had increased considerably during the year. Not only 
was she doing more of the same work, but she had 
taken on additional duties, such as hiring and train- 
ing interviewers employed by the firm for its research 
studies. And since the quality of her work continued 
on a high level, Mr. Roper cancelled their agreement, 
upped her paycheck considerably. 

Over the years, requests for increases have been 
about 25 per cent under what Mr. Roper offered, 
25 per cent over, and 50 per cent “on the nose.” 

Recently, two employees actually asked for a de- 
crease! 

“I’ve found that employees, if anything, tend to 
underrate more than they over-rate themselves,” says 
Mr. Roper. 


MIDYEAR REVIEW 


To give employees more than one opportunity to 
check on how they are doing, another important step 
was recently added to this company’s employee-rela- 
tions program. Beginning this year, every employee 
now has an annual informal get-together with his su- 
pervisor for a mid-year review of his progress. Weak 
points are analyzed, accomplishment praised, and in 
general an improved feeling of confidence or a need- 
ed tightening up of effort is the result. These meet- 
ings are held in June. Often, they help straighten 
out a worker who might otherwise be due for a dis- 
appointment come the November conference. 

Before this innovation, one girl, a junior secretary, 
almost left as a result of just such a let-down. By 
salary conference time, she had been with the firm 
about six months. With no reason to think otherwise, 
she had assumed her work was quite satisfactory. Un- 
fortunately, it wasn’t, and on the question of a raise 
there was some difference of opinion. Nevertheless, 
she stayed on. And her work did pick up—so much, 
in fact, that she asked for and got a substantial raise 
at her next salary conference. 

One especially interesting feature of this Roper 
system is that every raise is made retroactive to when 
it is decided that the employee began earning it. 
Thus an employee can recoup several months’ raise. 
Some have actually had their increases made retro- 
active for a full year. Since employees know this, 
there is no resentment built up prior to the confer- 
ence to interfere with their work; conversely, they 
are presumably inspired to better effort throughout 
the year. 

For his part, Mr. Roper tries to give the employees 
the benefit of whatever doubt may exist. In the few 
cases where arbitration was necessary, for example, he 
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New DePENdable desk fountain pen sets and 
beautiful HandiPen desk sets for easy, effortless 
writing. A complete line of moisteners to fit any 
need. Time-saving Kleradesk-Heavy-duty Cata-RacK 
for catalogs and books. All these aids and more 
too make up the Sengbusch line. 


Sound design and attractive styling make them 
easy to use. Your office workers get more work 
done with greater speed and greater neatness. 


This improved efficiency is easy to obtain. Just 
ask your stationer for the complete Sengbusch line. 
It is attractively priced—saves you money as well 
as time. 


Capillary-Action 
Handipen Desk Set 


DePENdable 
Desk Fountain Pen Set 


Capillary-Action 
Handipen Desk Set 


radesk 
(steel en Steeless) 


Sanitouch 
Moistener 


~~ 


No-Over-Flo 
Sponge Cup 


SELF-CLOSING INKSTAND C€O., 191 sengbusch sidg., mitwaukee 3, Wis. 


e. 


_ FOR EVERY USE. 


Insist That Your Dealer 
Quote You or Write Us 
Direct for Samples and 
Prices. 


The Quality of National pencils will 
stack up against the “so-called” best. 


NATIONAL PENCIL COMPANY e SHELBYVILLE « TENN. = 220 FIFTH AVE 


NEW 
N. Y. 
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The Binding of 
OFFICE RECORDS 


—at its Simplest and 
Best with 


ACCO FASTNERS 
ACCO PRODUCTS, Inc. 


OGDENSBURG, NEW YORK 
In Canada: Acco Canadian Co., Limited, Toronto i 


eae. 4 ial 


N. 


NEW YORK 4, 


30..BROAD STREET 


1000 times 
@ “IND-X-MATIC” on the | 


correction 
@ Reusable 


marking 


© “CORRECT-O-MATIC” on the spot 
@ Truly portable—10 Ibs. 


OFFICE MANAGEMENT AND EQUIPMENT 


let the applcant for a raise name both arbiters. He 
simply told the applicant in each case that he had 
intended to choose the same person the latter selected; 
the employee, therefore, named the second one, too. 

One forthright girl, however, deliberately chose 
an assistant research chief whom she believed to be 
her severest critic. In this one case, Mr. Roper chose 
another—a staff member he knew to be the girl’s 
closest friend in the company. 

Occasionally, of course, some employees cannot re- 
solve their differences of opinion. Should an em- 
ployee fail to get solace from the arbitration commit- 
tee and decide to leave, he would still receive separa- 
tion pay in lieu of a year-end bonus. In fact, to 
avoid any possible unhappiness near Christmas, the 
conferences, originally held in December in prepara- 
tion for next year, were moved up to November. 

Also, retroactive adjustments are settled with a 
lump sum that comes in handy for Christmas shop- 
ping. These adjustments are of course entirely apart 
from bonuses. 

Mr. Roper, who instituted the system because the 
determination of a person’s income seemed too great 
a responsibility for one man, once submitted his own 
salary for approval by his employees. But they re- 
fused to vote, on the ground that they didn’t know 
enough about his activities to decide whether he was 
doing a good job that year. 

That was the year that one statistician, who laid 
no claim to a raise-worthy performance, merely quot- 
ed Bureau of Labor Statistics figures showing the rise 
in the cost of living, and asked for a monthly in- 


| crease of $38.63. 


Paris Equipment Exhibition Oct. 6th-17th 


An international exhibition of office appliances and equip- 
ment will be held in Paris October 6th-17th at the “Parc 
des Expositions de la Porte de Versailles.” 

This exhibition is organized by the National Association 
of Office Equipment Manufacturers and Dealers (Federa- 
tion des Industries et du Commerce de Bureau), 6 Place de 
Valois, Paris and is sponsored by the Ministry of Industry 
and Commerce. 


Association News 
(From page 80) 


NACA president William B. McCloskey made the formal 
presentation of the trophy at the association’s recent cost 
conference in Chicago. 

The Lancaser, Pa. chapter was awarded the Remington 
Rand Trophy for taking second place in the competition, 
and the Carter Trophy was won by the Peoria, Ill. chapter 
for showing the most improvement in chapter performance 
during the past year. Twenty-one chapters were awarded 
Stevenson Trophy banners for their accomplishments. 


The third annual convention of the American Society for 
Personnel Administration was held recently at the Hotel 
Statler, New York. The following officers were elected for 
the 1951-1952 term: Leonard J. Smith, Lightolier, Inc., Jer- 
sey City, N. J., president; Dr. Russell L. Moberly, Indus- 
trial Management Institutes, University of Wisconsin, Ist 
vice-president; Roger E. Elrod, L. A. Young Spring & 
Wire Corp., Detroit, 2nd vice-president; Miss Mary E. 
Hopkins, Ajax Iron Works, Corry, Pa., secretary; and 
Harry H. Willett, Cleveland Cap Screw Co., Cleveland, O., 
treasurer. 
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VANGUARD steex 


STORAGE FILES are available 


will serve 
as an 
active file. 


OuT- 
STANDING 
FEATURES 


1. Brass finish cardholder and handle. 

2. Four rollers for ease of operation. 

3. Index guide rod with brass knob. 

4. Positive and simple stacking provisions. 

5. Self-locking follower available. 

Available in both a beautiful Hammerloid 

Gray or Office Green oven baked finish. Toe 
LETTER AND LEGAL SIZES Clearance at Front 

See your local dealer or, write us direct 


A Sturdy Recessed 
Base with 


53 WEST JACKSON BOULEVARD «+ CHICAGO 4 


LOCKERETTE 


—Combines the best 
features of both lock- 
ers and coat racks. 


Wraps are exposed to air 
and light. Employees do 
not face the weather in 
damp wraps that have 
been crumpeled in dark 
lockers—do not eat soggy 
lunches, soak by wet 
hats or_ gloves. Each 
person has his own 
spaced coat hanger venti- 
lated hat shelf and 12” 
x 12” x 15” deep lock 
box for lunches, tools 
and personal effects. 


More saleable because they keep 
wraps “in press.” 


Lockerettes save space 
too 


Improves health and morale—lower (3-column ) yoy oe ae 


dates 12 people in 6 feet: 
absenteeism. the No. 9-18 (illustrated) 
accom ates n 
Write for Bulletin OL-4 feet. 


VOGEL - PETERSON CO. 


624 So. Michigan Ave., Chicago 5, Ill. 


WHEN YOU ASK FOR 


ACE 


STAPLING EQUIPMENT 


Stapling Machines usually take a 
terrific beating! Hardhanded 
users slam down their fists with a 
resounding whack to fasten even 
a few frail sheets of paper. That's 
why the stapler you buy should be 
the rugged, precision built ACE.. 
the world's finest for more than 20 
years! And for greatest satisfac- 
tion and service be sure you get 
Ace stronger STAPLES as well as 
the Ace STAPLE REMOVER. 
Top quality materials and skillful, 
watch-like precision characterize 
every detail of manufacture. 
Whether you choose the stream- 
lined ACELINER or the less 
costly SCOUT, you'll get bigger 
value. Today .. ask your dealer to 
show you the complete ACE line! 


Purse an Pr a 


15 NORTH ASHLAND AVENUE + CHICAGO 


ACE FASTENER CORPORATION + 3 


COLONIAL CARBON COMPAVY 


Manufocturcrs of Fincr Duplicating Materials 


5150 Church St., Skokie, Il]. © Telephone Skokie 7070-7071 
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OF 


pach Publishing Co. 


SALESMEN 


1951 1890 


Different? —Yes— but 
exactly alike in their 
dependence upon 


BEACH'S 
"COMMON SENSE" 
EXPENSE BOOKS 


to keep track of their 
traveling expenses. 


7338 Woodward Ave. 
Detroit 2, Mich. 


CLASSIFIED ADVERTISING 


Rates are |5¢ a word. Minimum charge $3.00. Payable 
in advance. Address replies to all Box Number ads c/o 
OFFICE MANAGEMENT & EQUIPMENT, 212 Fifth Ave.. 
New York 10, N. Y. 


For Sale Or To Buy 


FOR IMMEDIATE SALE—Remington Rand Bookkeeping Machine 
Model 581-E, 11 registers, purchased in 1949 but surplus due to system 
change. Will sell for less than half purchase price. If interested, contact 
Tennessee Eastman Company, 10 E. 40th Street, New York, or Kingsport, 
Tennessee. 


WANTED—AIl makes calculators and tae | machines. State make, 
model, aerial number and adding capacity ‘< /?o Office Appli- 
ances, Inc., 29-31 East 22d St., New York 10, N. Y. 


@ Safeguarding 


period of thirty 


Phone Privacy 


@ Importance of better phone hearing. 


years with 


HUSH-A-PHONE 


You can inform yourself by requesting 
literature. Do it today. 


HUSH-A-PHONE CORPORATION 
Room 718, 65 Madison Ave. 


Are You an Executive 
Who emphasizes — 


@ Having a quiet, restful, and efficient office. 


Thousands of concerns have accomplished this over a 


New York City 16 


RN 


stop 
curved design 
sheets intact in o 


opes to carton. 
10 boxes to the 


Packaged 24 to envelope. 


THE DIXON FASTENER 


HAS A HOLE THROUGH ITS CENTER 


WITHOUT REMOVING FASTENER, SECTIONS 
IN) OF SHEETS GO IN RING OR POST BINDER 


All brass Dixon Fasteners give sheets 
metal protection at the binder hole to 
tearing and wear. 
holds 


The thin, 
uantities of 
the binder. 

20 envel- 
Also 100 to box and 
carton. 


r out oO 


Send for Free Sample 


Manufacturing Division 


DIXON RESEARCH, INC. 


ROCKFORD, ILLINOIS 


Unbreakable 
Spring Jaws 


Are Your Guide Fabe 
BROKEN? 6a tiem on ana 


Substitute with 


oy \ 


clamp them firm- 
ly to cards but 
permit removal or 
one 


Large open 
pyroxylin, 
nk or red. 


Sold 4 lea 
Paid to 


responsible firms on 30 days’ trial. 


ings covered by transparent 
white, blue, -green, yellow, 


Tasereabie labels in perforated strips for typing. 
2 Sizes, 1 in. wide, and 2 in. Tops straight or bent back. 


ding stationers, U. S. and foreign, or sent post- 
Price list free. 


Samples (5 or less) 2 cents each. 


102.325 used by Sears, Roebuck & Co. 
CHAS. C. SMITH, Manufacturer, Box 812, EXETER, NEBR. 


86 


Lines Wanted 


WOULD YOU like sales and distribution in the Northern Ohio area. At 
present we are distributors of electronic dictating equipment but would 
like to add another non-conflicting line selling to the same type of accounts, 
namely, manufacturing, industrial and commercial companies. We are 
equipped for service. Box Number O. M. 104. 


Employment Service 


FACILITY PLANNING MAN: Unusual opportunity in large national 
steel corporation for outstanding man to plan and develop wider applica- 
tion of office equipment, particularly in the area of machines other than 
punch card. Broad knowledge of office machines desirable, including their 
practical application as well as basic engineering principles concerned. 
Excellent personality and top-level contact ability essential. Age 35-45 
years. College degree plus direct experience in this field preferred. Per- 
manent position. Midwest headquarters. Some travel. Give full particu- 
ate, — salary requirements. Confidential review assured. Box 


STORE MANAGER WANTED: We are receiving applications for an 


experienced store manager who is thoroughly trained in the stationery 
and office equipment business. We are an old California concern in a 


city of approximately 125,000 population. Large annual volume with 
approximately 35 employees. Applicant must have experience in mer- 
chandising, personnel handling, expense control, college education, married 


and approximately 40-45 years of age. Earning potential $10,000 annually. 
In your reply please give full background, social and commercial refer- 
ences, and photograph. O.M. 105. 


Manufacturer's Representative Wanted 


LOOKING FOR REPRESENTATION? Send us your requirements for 
Nationwide Coverage. Advertise the Classified Way. bs ag Orrice Ma? 
AGEMENT AND EQuIPpMENT, 212 Fifth Ave., New York, N 


ROTARY FILE MANUFACTURER has several territories open for 

experienced office equipment manufacturer’s representative. Give states 

you are now covering, other lines handled, time spent in territory, and 

type of accounts regularly contacted. Write: Ferris Manufacturing Co. 
224 Great Meadows Road, Stratford, Conn. 


Services 


NEED ASSISTANCE in locating products? Be free to contact us with 
all and any problems. No charge. Write Service Dept., care of OFrrice 
MANAGEMENT AND EguipMentT, 212 Fifth Ave., New York 10, N. Y. 


bk 


eAl 


.00 per doz. 
rilium Poi 
ys Sharp 


@ Feels Sharp @ Stays Sharp 


FISHER PEN COMPANY 
757 Waveland Ave., Chicago 13, Ill. 
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For ANY Size 
Mailing List 


MODEL 40 
$44.50 


(Fed. tax and Supplies 
extra 


How to Solve Addressing Problems 
No matter what size mailing list you have, there’s a 
MASTER ADDRESSER to fit your needs and your 
budget. With this system anyone in your office can 
address envelopes, cards, folders, catalogs—with speed 
and ease. Low cost, pre-spaced Master Tape easily 
prepared on a typewriter right in your own office. Three 
models to choose from—a type for any mailing list 
requirement. 


No Stencil @ No Plates ® No Ribbons ® No Ink 
Ask your office supply dealer 


or write for literature 


fleece rh ecadde C2 


6500-M West Lake Street, Minneapolis 16, Minn. D | 


CONVOY chen-Coard/* 
STORAGE FILES 


MAKE THE COST AND WEIGHT 
OF STEEL UNNECESSARY 


Convoy Chem-board Storage 
Files weigh little over half as 
much as steel files... . are priced 
in the corrugated paper board 
range — with serviceability in 
the steel range . . . take less 
than 10% more space than steel 
files . . . can be stacked to the 
ceiling without supports... 
mate together top-to-bottom 
and lock together side-to-side 
. . . have wax-like texture that 
makes drawers slide easily... “Gm 
are shipped assembled for easy 
installation without tools .. . 
are water resistant — moisture 
will not weaken them. 


145 p d 200 p ds and 
more—are the same to the stand- 
ard letter file drawer in i 
unusual strength test! 


(*) Chem-board is the product of Convoy’s exclusive chemical 
impregnation process that hardens the raw corrugated paper 
board and thoroughly binds the fibers. It is widely used to 
replace steel and wood industrial tote boxes. 


iy ca 


P. O. Station B, Canton 6, Ohic 


You'll like Convoy quality and 
economy. Write today for full 
information and prices on 14 
standard sizes. 


CONVOY, INC. e 
September, 1951 


.»» !he one and only 
Artgum brand! It’s the 
best! Look for the name! 


THE ROSENTHAL CO., 45 EAST 17th STREET, NEW YORK 3 


OFFICE MANAGEMENT 


Wo USE 

LOOKING, 

may OSCAR,,,. You 

/. CAN'T SEF My 
7H. 


PAYCHECK 
ROUGH THIS 


Eliminate Errors — Save Addressing 
No mix up of checks. Name written only once—on the check. 


INSURE PRIVACY. Paycheck “Outlook” Envelopes are 
made from exclusive blue opaque paper. Nothing is visible 
except name on checks. 


TAILOR MADE FOR YOU. Paycheck “Outlook” Envelopes 
are made any size, with the “Outlook” feature of a size and 
+e to register with only what you want to show on your 
checks. 


WiRTE TODA! > © Send us check you are now using and we will submit 
a sample Paycheck “Outlook” cnsdione and prices based 


on your estimated yearly requirements. 


AND EQUIPMENT 87 


G . 
be & | be: 7S iii! “gL: ) 
‘o wal ST ei — ca . 
— » * aa : 4 ey. —- 2 “ee ; 
r \ - x a a a s 6 : x a “ oe 
— 4 \ “* ea acd Bd is 4 -. SE % 
° ‘Ve a. = iets SS a 
a a 4 sae ‘fs at ere 
ly Pa S Ae + 
achine =| 4 | < <9 Se ie / oe . 
ysten ” a : . : ‘aa ‘ae ; 
sataet aa é a ; i é S oP a Sipea Rei 
sport, — bis ; ie it 
a a a S&S i 
Appli- f- ea pee f - 
a. At a ; i all aad q ; ay ; 
would F i Si 
counts, - Piel ee ry 
e are ; Ec. ome . 
: yee a 
ational 5 
pplica- 
y their i 
erned. . 
3548 es 
Per- 
articu- 
: 0=Fti(assti—si‘(‘irrnrdrnhsnsnseeeeeee 
- | gs. am 
| > .@ 
1) A) a 
pana i a | { A] a Ss 
v4 a } 2A) 
nts for : 
Po 7 ’ | ‘= Lb 4 = = ‘\) 
en for ag ¢ T/A 0 v 
| —— : ? | . 7 7 iY y _OUTLOOK’ 
y, an ¢ A 
ng Co. ) — J ENVELOPE! | 
rt . | <~ 
us with a Ww ae 
OFrFIce ome peor 
- 
7 - -— Bd 
Ea. | 
Joz. 
: 
bint | : 
vale a : pticadri? rey 7 i 
NY FILES 3 Originotors af “Outlook® Envelope. €st. 1902 q§ 
ee CO : nao Y 
1961 a TS | 
mM 7 — . a —iie if. be % i Zo = 4 ; 


alls anell/ 


All’s swell that ends swell. 
This girl has turned in a 
good day’s work and she 
still feels fine. Reason: she 
sits in an individually fitted 
Sturgis posture chair. A 
capable girl and a Sturgis 
chair are always a good 
production pair. 


Executive, stenographic, reception 
and institutional chairs posture-de- 
signed for the person and the purpose. 


POSTURE CHAIR CO. 


= ?" ; + = 


A 
Acco Products, Inc 
Ace Fastener Corp 
American Cancer Society... 22 
American Lithofold Corp... 23 
Art Steel Sales Corp. 
53, 54, 55, 56 


B 
Bassick Co., The 
Beach Publishing Co 
Binney & Smith Co 
Bruning Co., Inc., Charles. 21 


Cc 
Colonial Carbon Co 
Convoy, Inc 
Corbin Cabinet Lock Div., 
American Hardware Corp. 24 
ae > panama Mfg. 


Coxhead Corp., RalphC... 22 
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